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Introduction

N |ntroduction

This student guide covers:

Organization Administrator Role

E-mail Notices

Workflow

Important Terms

Installing GTM 8.1 Admin Module and Oracle JINITIATOR
Hands-on Exercises: GTM 8.1 Admin Module

Overview of NBS Travel System

Hands-on Exercises: Oracle & GTM 8.1 Admin Module
Wrap-up and Review

>
>
>
>
>
>
>
>
>

= nVision
= Technical Support
= Assisting with the NIH Portal
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Organization Administrator Activities

Navigate using Org Admin Module Basics
Remove Edit Locks
Establish Traveler Profiles

= Complete Traveler Profiles
= Assign Routing Lists to new travelers
Establish Roles

= Add/Delete Roles

= Manage Personnel within Roles
Establish Routing Lists

= Create Customized Approval Routing
= Maintain Routing Lists
Add New Travelers to NBS Travel System
= New Travelers Addition Report (NIH Affiliated Travelers)

= Non NIH-Affiliated Traveler Request
= Modifying New Traveler Requests

W3 Ml Organization Administrator Activities
>
>
>
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Organization Administrator Role

@M Organization Administrator Role

> Thisis a new role for the NIH community.

> Organization Administrators at each OD/IC will be responsible for
limited custom configurations to comply with individual OD/IC
policies and procedures.

Add/delete personnel to role assignments for document
routing

Edit document routing lists

Assign routing lists to new travelers
Remove locks from Edit Locked documents
Maintain information in Traveler profiles

> Each OD/IC has identified at least one person to serve in this
role, with an additional person for backup, as nece ssary.

> The role is being added to the responsibilities of existing FTEs.

Introduction
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Email Notices

WALV E mnail Notices

» Email Notices sent for the following reasons:

= To routing listmembers -- when a travel document needs his/her review or
approval
= To Travelers -- when a document needs their certification
» Organization Administrators are responsible for maintaining the
correct email address for the NBS Travel System

= Update email addresses in the Traveler Information screen

Introduction
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Workflow

WAL \\/ o rkflow

» Organization Administrator is responsible for maintaining/editing the
workflow (routing of travel documents) in the NBS Travel System

» New employees enter the NBS Travel System via the HR import

= Organization Administrator adds him/her to the Group (IC) and assigns the
new traveler to a routing list

» Non NIH Affiliated travelers are added via a request form to OFM

= Organization Administrators submit the request to OFM via an Oracle
Applications fom
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GTM Admin Module Important Terms

IS GTM Admin Module Important Terms

» Group=1C

= Acomposite of individuals who have something in common
» Routing List = hierarchical list of recipients for a travel document

= The electronic path that travel documents flow through the NBS Travel
System. This is customized by each IC.

> Role = Job Title

= The group of personnel who sign travel documents at each stage in the
routing list.

» Signature in a Role = individual person in a role
Travel Document - Preparﬁ

-

1st-Level Approver — Role

Routing - John Doe

List - Mary York — Signatures in a Role
- Chris Smith

\_ |_2"-Level Approver
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Routing List Example

WAILIEMN Routing List Example

Travel Authorization Routing List for a Group (IC)

Travel Authorization Routing List

e Routing List
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figuredin the HES Travel Spstem fopous 10 Banes ol with ds et {—) | m=s ave e lat e fon seocion oy i te Cip contsirs the special choumstancs biedin the bon. I anp changes aie iequied taths formetion, they can b HBS Tael Spstzm far pon
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Hierarchy of NBS Travel System

WAUIEM Hicrarchy of NBS Travel System

Roting List 1 (abbreviation of SAC) Routing List 2 (abbreviation of SAC

Traveler A Approver A Traveler D Approver A
Traveler B Approver B Traveler E Approver B
Traveler C Approver C Traveler F Approver D

Approver E

An IC may have more than one Routing List. The example above shows the IC as
having two different routing lists. Travelers can only be assigned to one routing list,
whereas an Approver may approve travel for multiple routing lists.
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Lesson Objectives

A M| csson Objectives

At the end of this lesson you should be able to:

» Installthe GTM Admin 8.1 Ora application on your computer
» Log into the application

» Navigate in the Application

» Filter/Search for specific records

» Remove Edit Locks from NBS Travel System Documents

Organization Administration Basics
Chapter 2 - Page 3



Installing the GTM 8.1 Admin Module

3L LM nstalling the GTM 8.1 Admin Module

The Gelco Travel Manager 8.1 Administration Module is a desktop
application

Users must have a static IP address to use the application

Users must have completed the Access Request form on the NIH
Portal in the Travel Users Community

= User Id and Password are assighed
= You will need to reset your password and establish a signature PIN at the
initial log on
Contact the NBS Help Desk.  Inform them you are a new Organization
Administrator and require download application link and instructions.

For assistance with installing the application, check with your |T staff

Organization Administration Basics
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Log in to the GTM Admin Module

Organization Administrator
Start>Programs>GTM Webclient Application>GTM Admin 8.1 Ora

Account Administrator Login Window

GaTM Admin

Note: Alternatively double-click on the GTM Admin 8.1 desktop icon IEERIEN

1. Inthe User ID field, type your user ID and press the [TAB] key.

Note: User ID = NBSXXXXX (where XXXXX is your unique 5-digit number)
2. In the Password field, type your password.

Note: For all new users, the initial password will be newtravl.

Once logged in, you will be asked to change your password from newtravl to something
else. Subsequently, you will be asked to establish a signature PIN.

Login

3. Select the Login button

Result: The Doc Prep Admin Main Window will appear.

iV Account Administrator Login

4 'ﬂ‘.ﬁh'

4 r “m : Logn [ Cancel
R, 7 Gelco s

/:'-’-‘_‘____"_- —_—

\ Travel Manager®81

ﬁw;ﬁ, ‘

i &CT MOTICE =

Organization Administration Basics
Chapter 2 - Page 5



End of activity.
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Navigating in the GTM Admin Module

T A KX

B Doc Pres Admin
© [@ Tables
#-[B Seup
= [E Urlties
| = [ Repats
= @ Electronic Processing &
R

[E Routing
w3 Audiing
-8 Puocessing

E N :

A — Navigation Tree allows the user to move between the different utilities available in the
application.

B — Window Title contains name of the utility or window that is currently open.

C — Menu Toolbar contains three different pull down menus available for use while in the
application.

D — Document Toolbar offers shortcut icons to options available in the pull down menus.

E — Minimize/Maximize/Close buttons control the window allowing a user to minimize a
window, enlarge it to full size or close the application.

F — Horizontal Scroll Bar moves left or right (using the arrows or sliding the bar ) to view the
farthest portion of the Navigation Tree when you expand to more detailed hierarchy utilities
within the Navigation Tree.

Organization Administration Basics
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Navigation Tree

I Navigation Tree

» Two main utilities: Doc Prep Admin and Electronic Processing Admin
» To expand levels, click the plus sign (+)
» To collapse, click the minus sign (-)
» To select a sub-utility, click directly on the title - @ por e

B Fomn Setup
1 I I : -§% Fate Tables
Window appears to the right L D e
+- 5 Traveles Inl
B Traveler fc
B Tip Infoarna
=] Setup
[+ 1y Securily
& Utiities
i3] Litilities
HE | Reports
E Electranic: Procassing
- Routing
= Aoles
B Signatues

: Travel Manager - Elec

File Navigation Help

5§ Replace Si
B Change Ex
B Global 4dd
B Mass Delet
B Show Rout
[+ 5§ Roubing Lists
Audting
+ Pracassing
Motices
& Security
- Utilites

Organization Administration Basics
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Utilities Navigation

Expand and Collapse Utilities

This activity is performed whenever an Organization Administrator needs to expand or collapse
the navigation tree to find a particular utility.

1. Select the plus (#) sign to the left of each utility to expand.
2. Select the minus (=) sign to the left of each utility to collapse.

Navigate to the Groups Utility

Organization Administrator

N> Navigation Tree, select Doc Prep Admin>Setup> Security>Groups

Groups

1. View the Window Title, it should read ‘Travel Manager — Groups.’

Result: Your screen should look similar to the one below.

 Travel Manager - Groups ;lglﬁl

File Mavigation Help

EEE-ERIEEEXE] |

EI-- Doc Prep Admin —Filter
E-E Tables Drganization:l ﬂl Apply Filter |
=B Setup
- F Security Group: I
—Copy Uszer Group
From Group: 550 Copy |
Mews Mame: I
Organization Group Mame -
- Signatures
----- & Utilities HM2 HNZ2
B-E Utilities HM3 HN3
- Reports HM4 HH4 =
@R Electroric Processing &
Group M arme: ISSD
Organization: I[N ane) # |
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End of activity.
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Window Title

™ ol 1
B Fleplac
= Delete

B Set Pasiwe

=]
(=]
-

L]
Litil
- [ Fes
4 @ Electronic Frocessing &

Window Title

o |

Copy User Group
FomGroup 550
Mave Harme: |

0 1gaizaton
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Menu and Document Toolbars

i Menu and Document Toolbars

Menu Toolbar: pull down menus

= File - allows user to add, copy, delete, save, cancel, print records; and exit
the application

= Navigation - provides a means of navigating through the records

= Help

» Document Toolbar: icons

= Many of the Menu pull down options have corresponding icons on the

document toolbar

— Active icons are highlighted and may be selected
- Inactive icons are grayed out and may not be selected

File menu:

*Add record — When this menu item is available, you are permitted to add a record (or
entry) to the current field in which you are working. To do so, select File>Add record, and
then enter the necessary information into the fields in the window.

*Copy record — When this menu item is available, you are permitted to copy a record. In
some cases, you must highlight a record from the browser first, and then select File>Copy
record.

*Delete record — When this menu item is available, you are permitted to delete a record. In
some cases, you must highlight a record from the browser first, and then select File>Delete
record. Usually, you will be prompted with a message, "Are you sure you want to delete this
record?" to confirm that you want to delete. Select the YES button to delete.

*Save record — After you add or update a record, you must ALWAYS select File>Save
record (or select the Save Record icon ). Otherwise the changes will not be saved.

*Reset — When this menu item is available, you may use it to clear out information from all
the fields in the window. To do so, select File>Reset.

*Cancel — When this menu item is available, you may use it to cancel any changes you are
making in the fields or records. To do so, select File>Cancel.

Organization Administration Basics
Chapter 2 - Page 12



*Print — Select File>Print. Adobe Acrobat Reader displays the print preview of the
document or report. From the Acrobat Reader window, select File>Print to print a hard

copy.
*Exit — To exit the GIM 8.1 Administrative Module, select File>Exit.

Navigation Menu:

*First — To move to the first record in the browser, select Navigation>First.

*Previous — To move to the previous record in the browser, select Navigation>Prev.
*Next — To move to the next record in the browser, select Navigation>Next.

*Last — To move to the last record in the browser, select Navigation>Last.

Help Menu:

Help Topics — Search for assistance with a specific topic.

Federal Travel Regulation — Launch a separate Adobe window containing Federal Travel
Regulations. Do NOT use this function as it is not updated regularly and you may be accessing out
of date regulations.

Tips — Display some tip information for the browser that is currently open. You can access this
feature while you are in a utility’s browser.

Who Am I — Find the user name that was used to log in. The “Who Am I' browser displays the
uset's name, group, organizational access, and his/her permission level setting. To exit this browset,
select the CLOSE button.

About Travel Manager — Display information on your version of the GTM Administration
Module. The browser displays the mode (CIV or Civilian, CRC or DoD), the serial number, and
copyright of the software you are accessing. For the NBS Travel System the mode is CIV (Civilian).
To exit the browser, select the OK button.

Exit to OS Shell — Access the operating system's command interpreter, so that you may run other
softwate or issue operating commands without exiting the Administration Module. Note: It is
anticipated that the Organization Administrator will NOT need this feature. In the event you
select it, type ‘Exit’ at the operating system prompt to return to the Administration Module, and
select your [ENTER] key.
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Window/Browser Layout

i \Vindow/Browser Layout

» Right side of window displays the utility selected
» Top portion allows the user to search for and select a specific record

» Lower portion displays the details of the record selected above and
allows the user to edit the selected record or to add a new record

Upper Browser:

Lower browser: ltem
details displayed

Organization Administration Basics
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Utilities in the GTM Admin Module

| Utilities in the GTM Admin Module

» Doc Prep Admin:
= Doc Prep Admin=Tables: only using Set Up Tables for the Traveler Profile
= Doc Prep Admin=>Setup: using the Group Members sub-utility
= Doc Prep Admin=Utilities: using the Remove Edit Lock sub-utility
» Electronic Processing Admin: provides functions necessary to
administer electronic document processing; only using the Routing
sub-utility
= Electronic Processing Admin>Routing>Roles

— Create, delete or edit roles
- Add, delete or replace signatures in a role
= Electronic Processing Admin>Routing>Routing Lists

- Create, delete or edit routing lists (electronic path of NBS Travel System
documents)

Organization Administration Basics
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GTM Admin Module Common Navigation Paths

¢ @inbrss GTM Admin Module
il Common Navigation Paths

Remove Edit Locks Doc Prep Admin=Utilities=Document Utilities>Remove Edit-Locks

Add a Role Electronic Processing Admin=Routing=Roles

Delete a Role Electronic Processing Admin=>Routing==Roles

Add Signature to a Role Electronic Processing Admin=>Routing>Roles>Signatures in Roles

Replace Signature in Role Electronic Processing Admin=>Routing>Roles>Replace Signature in Roles

Delete Signature in Role Electronic Processing Admin>Routing>Roles>Signatures in Roles

View Organization Routing List | Electronic Processing Admin>Routing>=Routing Lists

View Signatures in a Routing Electronic Processing Admin=Routing>=Routing Lists>Signatures in Routing
List Lists

Add Role to Routing List Electronic Processing Admin=Routing=Routing Lists>Signatures in Routing
Lists

Delete Role from Routing List | Electronic Processing Admin=>Routing=Routing Lists>Signatures in Routing
Lists

Add a Traveler to a Group Doc Prep Admin=Setup=>Security=Groups=Group Members

Update a Traveler’s Profile Doc Prep Admin=>Tables>Setup Tables> Traveler Information
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Filtering for Data

ses:nbrss
Byt

et [-i|tering for Data

Filtering is the ability to search for specific records

Located in the top browser section and boxed in with "Filter" in the top
left corner

|dentify the data you can filter on

If a lookup icon is available, |§&] use this to select from a table of
values

Click the Apply filter button
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Using the Filter

Organization Administrator

N> Navigation Tree> Doc Prep Admin>Tables> Setup Tables>Traveler Information.

Travel Manager — Travel Information

Enter the Last Name in the Last Name field and select the APPLY FILTER button.

Result: Your screen should look similar to this.

File Mavigation Help

i Travel Manager - Traveler Information

=10l x|

= ds x|« «» 2|5

=-ER Doc Prep Admin

E-E Tables IONES "
-y Form Sek e
E et [JONESROHANC. 001-00-48639
© @ Setup Taples  |VONESMWALTER L 071 -00-50955 Fiter
5 Traveler ln|/ONESJOY C. 0071-00-65676 :
B Tiavelerac |JONES.TINAE. 0071-00-67840 Last Name: [iones
" Tiplnfoma  |[JONES SANDRAD. 01 -00-75040 e[ -
5 Setup JONES ELIZABETH L. 0071-00-75656
- Security JONES PAMELA &, 0071-00-76616
..y Utilifies JONES ELIZABETH . 01 -00-7601 3
E-E Utiities JOMES MELINDA T. 001-00-78216
E-E Repaorts JONES BREMDA 5. 0071-00-79547
=@ Electronic Pracessing £ |JONES LINDA M. 001-00-61551
U"' Routing JONES SHELLAE . 001-00-51876
[ Auditing
#-E Processing
[] glotice.ts [ General —Address
o it EIN: 001-00-38723 Mailing: |123 NIH STREET
ez
SponsorEIN:I - ﬁl I
City: [BETHESDA
Last: [JOMES
= I State:lvﬂl
First:IGﬁ-\HY kl: [t Gender:lN.f’A 'l .
le:|20892
Charge Card: | CARDHOLDER -
i o | Fhone: [+1 301 222 9999
Ta SSN:ISJ'D_ISS_2286 Fesidence
Organization: HNC7400000C ﬁl City: |BETHESDA, State: [MD ﬁl
Printed Org: IHNC?AEIUEIDDC —Emergency Contact
Riouting List [NCI41 -] Name: |
Email: Iabc@mail.nih.gnv Phaone: I
B @
End of activity.
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Removing Edit Locks

= Removing Edit Locks

Org Admins may assist users of the NBS Travel System in removing
edit locks from travel documents

» You may search for the specific document on the following:

= S8N = Traveler's EIN
= Document = Travel Document Number from NBS Travel System
= Document Type = Authorization, Voucher, Local Voucher

» Locate the document, highlight it, and select Clear Locks

= Select more than one document at a time by pressing the "ctrl* key on the
keyboard and clicking with your mouse
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Remove Edit Locks

Organization Administrator
N> Doc Prep Admin> Utilities>Document Utilities>Remove Edit-Locks
Remove Edit Locks

1. From the Filter Area, determine your filtering criteria and then select the Apply Filter
button.

Note: You may filter on any of the following criteria:

SSN: This is the traveler’s EIN.

Document: enter the travel document number from the NBS Travel System
Document Type: Chose between Auth (authorization), Voucher, or Local Voucher.

2. From the Edit-Locked Document table, select the row containing the document for which
you wish to remove the edit lock. That row will turn blue.

Note: Hold the Ctrl key to select multiple documents.
3. Select the Clear Locks button.

Result: The Edit Lock is removed; the document will no longer be in View-Only mode, and
is removed from the list of Edit Locked documents.
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File Mavigation Help

i Travel Manager - Removye Edit-Locks

=0l x|

[2=m @ x|« « » s |H|

EI-- Doc Prep Admin

=] Utilities

E-F Document Utiit

SSN:I - -

Document: I
Diocument Type: IAuth 'l

Apply Filter |

- Reset Lock
-B8 Remove Ex
& Database Utiit
E g?:;?il;;ifsw EIN [Traveler |Document |Tvpe  [Edited By |Date [Time -
Feports 100-0001-929 0965 PLANMER TRESE Auth 0965Planner  |07/10/03 | 1:50PM
g Electranic Pracessing & 100-0001-967 0981 PLANNER TR442 Auth - 0981planner | 07/07/03 10:334M
100-0001-965 0983 PLANNER TR440 Auth - 0983planner | 07/07/03 10:314M
100-0002-018 1009 APPROVER TRI84 Auth 07/16/03 | 2:35P
5 3 PLANNER I { 01 3Planner
100-0002-025 10713 PLANNER TRa08 Auth 1073Planner | 07/01/03 1217PM J
100-0002-025 1013 PLANMER TR340 Auth 1073Planner | 07/02/03 | 8:144M
100-0002-025 1013 PLANNER TR350 Auth 1013Planner | 07/02/03 10:204M
100-0002-077 1039 PLANNER TRES7 Auth - 10359planner | 07/09/03 10:584M
100-0002-107 1051 PLANNER TR1118 Auth - 1051Plahner | 07A7/03 | 5:22PM
100-0002-107 1051 PLANMER TR339 Auth 1057 approver |07/02/03 11:164M
100-0002-143 1072 PLANNER TR144 Auth 1072Planner | 06/25/03 | 1:07PM
100-0002-281 1141 PLANNER TR232 Auth 1141Planner | 06/27/03 | 2:25PH
100-0002-281 1141 PLANNER TR237 Auth - 1141Planner | 0B/27/03 | 251PM
100-0002-305 1153 PLANMER TR1162 Auth - 1153Planner | 07/18/03 10:574M
100-0002-305 1153 PLANNER TREODT Auth 1153Planner | 07/09/03 | 3:38PM
100-0002-305 1153 PLANNER TRE1O Auth - 1153Planner | 07/09/03 | 3:39PM
100-0002-305 1153 PLANMER TRET1 Auth 1153Planner | 07410403 11:364M
Clear Locks k
B
End of activity.
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Lesson Objectives

WAILIEM | osson Objectives

At the end of this lesson you should be able to manage the following:
» Roles - add and delete

» Signatures in a Role - add, delete and replace

» Routing list - add
>

Role or Personnel (Signature) in a Routing List - add, delete and
replace

Routing List - edit
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Roles

(g (cinbrss  FayPRs

» Navigation path: Electronic Processing Admin> Routing> Roles

> Role is the title of the group that will receive a document during routing
= Examples ofrole titles include:
- AO Approver

— Sponsor Dom Approver

— SponForeign Approver
» Adding

Roles must be created prior to adding a signature (personnel) that can
sign for it

Roles must be created prior to adding to a routing list
Assign Roles to the high-level Organization only (e.g., HNA, not HNA1)
» Deleting

= Toremove a role from the NBS Travel System entirely, select the role and
then chose Delete Record
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Roles - Adding

System Administrator
N> Navigation Tree, select Electronic Processing Admin> Routing>Roles

Roles

+
1. Select the Add Record icon.

Result: The cursor will automatically appear in the Role Name field in the middle of the
screen.

Note: Alternatively, you may select File>Add Record from the Menu Toolbar.

2. In the Role Name field, type a name for the role you wish to add.

3. Below the Role Name field, select the Lookup icon to the right of the Organization
field.

Result: A separate lookup window will appear.

4.  Scroll down to and select the desired Organization. The row will turn blue. Select the OK
button.

Note: Watch the search results as you type the first few characters.

5. Inthe Role Properties box, make sure the selected button is “Role will be Dynamically
Selected”.

6. Inthe Comments box, you may type text that applies to this role.

7. Select the Save Record icon.

Note: Alternatively, you may select File>Save from the File Menu.
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Travel Manager - Roles

File Mavigation Help

(= Ea x]ie++[=5]

Doz Prep Admin
Electronic Processing £

Drganization

DOrganization; |hnd1

(Drganization -

HN41200000C
HN41220000C
HN41240000C

Routing HN410000000 0028 pprover Tl o
EX - ;\ess 410000000 D003Anprover Diganizalion: | o Fiter |
analuss |y gpgooc 00044 pprover
| Fiole:
5 E:p'mé' HN41000000C 005 ARprover
g Gl:k:ag& d; HN41000000C 000B&pprover —Copy Role:
HN41000000C 0007Approver Capy From: 0001Approver
B Mass Delet LI
5 Show Foul |1141000000C 0008Approver e 0 | i
&) Fouting Lists | 41000000 0005 pprover
Budiing HN41000000C 001 0spprover B
! Processing HN41000000C 0011 &4pprover
Matices HN41000000C 00124ppraver
@ Secuiy HN41000000C 001 3pprover
& & Uilties HN41000000C 001 4pprover &
x| Fole Mame: |Test Reviewer

[~ Rale Piopetties
" Raole wil hawe Default Signature for Routing List
" Every signature in Fole should be included in Routing List

& Fiole wil be Dynamically Selected

Orgarization: ﬂl

HN41250000C
HN41520000C

Comments

HN41530000C -

Cancel

|

| — B

This is a test, we are adding a role ta the system for our org.

El

il

Electronic Processing Admin> Routing>Roles (con’t)

O
File Kavigation Help
2=c@las|eersra] |
g
#l Doc Prep;(Save record |Organization Role
=] Electronic Processing £
= B Routing HN41000000C D02Approver Tl
= E Foles HMN47000000C 00034pprover Organization: |(A1] ﬂ Apply Filter
ﬁ:'g"la‘“'e; HN41000000C 004 4ppraver Fale
= Eﬁp‘mE' HN41000000C 00054 pprover
E E‘:b’;g‘i u; HRA1 000000 NN Appraver —Copy Fidle
) Mass Deet HN41000000C 00074pprover Copy From: 0001 Apprower o
) Shon g | 41000000 008 pprover Newhame [ _cow |
5 Fouting Lits | HN41000000C 00054 pprover
Auditing HM41000000C 0010Apprower i
5[ Processing HN41000000C 001 1Approver
Notices HM41000000C 00128 pprover
[ Secuity HN41000000C 00130 pprover
[ Ulties HH41000000C 00148 pprover 5
Fole Mame: | Test Reviewer
Oiganization: [HN41000000C
- Fole Fropetties
" Fiola wil have Default Signature for Routing List
" Every signaturs in Fiole should be included in Routing List
(= Fole wil be Dynamically Selected
Comments;
Thiz is a test, we are adding a role to the system for our org ;I
-
il _>l_I
JEN — ]

End of activity.
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Roles - Deleting

Organization Administrator
N> Electronic Processing Admin> Routing>Roles

Roles

1. From the Filter area, select the Lookup icon to the right of the Organization field.
Result: An Organization Lookup window will appear.

2. Scroll or search to locate your organization. Select the row that shows the Organization
name.

Result: That row will turn blue.
3. Select the OK button.

4. In the Role field, type the name (or first few characters) of the role you wish to delete and
select the Apply Filter button.

Result: The search results will appear in the Organization/Role Table.
5. From the Organization/Role Table, select the desired role to be deleted.

Result: That row will turn blue and the role’s properties appears in the fields at the bottom
half of the browser window.

6. Select the Delete Record icon. @
Note: Alternatively, you may select File>Delete Record from the Menu Toolbar.

7. A modal (message) will appear, asking “Do you really want to delete the record?” Select
the appropriate answer.
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Travel Manager - Roles =13] x|
File Mavigation Help

EEEEEEIEEEEIE] |
B0 Doc Prep Adrin

=2 Rouling .
=8 Hole Drgaizstiore [1&1]) | [eomrrne

) Signatures . |
1 Replacs Si ol i

J———
! g b o) (o Py T Bleviomrey

Copy
..... B Show Fout Mew Name: |test
B Fouing e | T =

Aulting

=-E Processing @ Do you really wank to delete the record?
E Notices

Security

- Utiiies B Ves <
~
W

Rale Mame: | Test Reviewer
Oiganization: |HN41000000C M

—Rols Propstties

" Role will have Default Signature for Routing List
€ Every signature in Flole should be included in Routing List

@ Role will be Dynamically Selected

Comments:

Thizis a test, we are adding a role ta the system for our org. =]

o o

|l — L

End of activity.
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Signature in a Role

WIS Signature in a Role

Navigation path: Electronic Processing Admin> Routing> Roles>
Signatures in a Role

Identifies the personnel that may perform a a particular role

Add:

= Add personnel and assign an expiration date which indicates when they
will no longer perform the role

Delete:

= Remove personnel by changing their expiration date
Replace:

= Replace personnel directly with another staff member
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Roles - Adding Personnel (Signatures)

Organization Administrator

N> Navigation Tree, select Electronic Processing Admin> Routing>Roles> Signatures

Signatures in Roles

1. In the Filter area, select the Lookup icon to the right of the Organization field.
Result: A separate lookup window will appear.

2. Scroll down to and select your desired Organization. The row will turn blue. Select the OK
button.

3. Inthe Filter area, enter the Role name in the Role field, and select the Apply Filter button.
Result: The Organization/Role table will populate with the results.
4. In the Organization/Role table, select the desired Organization and Role.

Result: The EIN/Name table below populates with all the signatures in that role (if any).

4
5. Select the Add Record icon.

Result: The cursor will automatically appear in the Signature Name field and the Effective
date will populate with today’s date.

Note: Alternatively, you may select File>Add Record from the Menu Toolbar.

6. Select the Lookup icon to the right of the Signature Name field to search through a list
for the person’s name that you want to add to this Role.

Result: A separate Signature Lookup window will appear.

7. Use the filter and search (usually by last name) for and select the desired name; the row will
turn blue. Select the OK button.

Result: The person’s Name populates the Signature Name field.

Note: If the person is listed twice with two different EINs, select the EIN that is fully
numeric.

8. Select inside the Expiration field and enter an expiration date

Note: The Expiration date is the date the signature record expires for this role. After this
date, the signature is no longer displayed in the NBS Travel System for this role.
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9. Select the Save Record icon.

Note: Alternatively, you may select File>Save from the File Menu.

1 Travel Manager - Signatures in Roles — | Ellﬂ

File Mavigation Help
= 8a x|+« s+ |H] |
Doe Prep A Diganization Role — Filt

Electronic e

- Fouting Drgamzatlon:l[ml] ﬂl 2pply Filter |
-5 Roles Hole:lbnf

-y Signatures
-y Replace 5i
-y Change Ex

B Global add
5 Mass Delet pit[EIN [Name [Er =

-5 Routing Lists
Auditing
Processing
Notices

[-E Securty =
#-E Utilities 4 LI_I

Sighature Name: [COLLING FRAMCIS 5 ﬂl

Dates — ———

Effective: ID?[l’?/ZDDS
Expiration: In?/zs/zon4|

[T Default Signature in Fole?

Record last updated:
’7User 1D: Diate: Timne:

i Travel Manager - Signatures in Roles — | Ellﬂ

File Mawvigation Help
|=o Mo x]le « s [H |
Do Prep Admin Organization Fole — Filter
E|- Electronic Processing £ L

- Routing Drgamzatlon:l[AII] “l Apply Filter |
EE Poles Fiole: Ibnf

- Signatures
‘# Replace Si
B Change Ex
B Global Add
B Mass Delet [oi JEIN [Name JEri ~
5 Show Rout 001-0121-048 COLLIMS FRAMCIS § 07.

& Aouting Lists 111-1111-11 Fied Traveler
Auditing
[+ Processing
- Motices
[#-E Security
E-E Utilities
Signature Mame: IFled Traveler #
Dates — ————————
Effectwe:lo?/l?/zom
Expirat\on:lo?/zsfzooq
= Default Signature in Role?
Record last updated:
’7Llser ID: paulsa_NIH Date: 07/17/2003 Time: 2 30PM
JEN [R— |

10. Optionally repeat steps above for each person you want to add to that Role.

End of activity.
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Roles - Deleting Personnel (Signature)

Organization Administrator

N> Electronic Processing Admin>Routing> Roles>Signatures

Signatures in Roles

1. From the Filter area, select the Lookup icon to the right of the Organization field.
Result: A separate lookup window will appear.
2. Scroll down to and select the desired Organization. Select the OK button.

3. From the Filter area, enter the desired role in the Role field, and select the Apply Filter
button.

Result: The Organization/Role table will populate with the results.
4. In the Organization/Role table, select the desired Organization and Role.
Result: The EIN/Name table below populates with all the signatures in that role.
5. From the EIN/Name table, select the name to be deleted.

Result: The row will turn blue, and that Name’s information will populate the browser on
the bottom half of the screen.

6. Inthe Expiration field, set the date you want that Signature Name to expire from that Role.

Note: The signature will no longer be displayed on the role in the NBS Travel System after
that date once you save the record.

7. Select the Save Record icon.
Note: Alternatively, you may select File>Save from the File Menu.

Note2: Be sure to ‘Save Record’ after making changes to each record; otherwise the
changes will not be saved.
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: Travel Manager - Signatures in Roles

I [=[ 3]

Organizatior: | (1] ﬁl Apply Fileer |

)

|Enter the expiration date For this rals |

File Mavigation Help
2= @aox e« |H|
Doc Prep Admin Organization Fole Fiter
=] Electronic Processing £
Routing
Role: [bnf
7 Mazz Delet it [EIN JHame
= Show Rout 001-0121-048 COLLING FRAMCIS 5
B Routing Lists 111111111 Fred Traveler
Avditing 001-0074-641
Processing
Notices
[ Securty =
=-E Utiities 3 _’l—l
Signature Mame: |GUTTMACHER ALAN E
Dates — ——
Effective:lowzs/zoos
Exp\ratinn:luwzsfzuusq'
[T Default Signaturs in Rale?
Fecord last updated
Usger ID: paulza_MIH [rate: O7/17/2003 Time: 3:23Pt
JEN — i

End of activity.
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Roles - Replacing Personnel (Signature)

Organization Administrator

N> Navigation Tree, select Electronic Processing Admin> Routing>Roles> Replace
Signature in Roles

Replace Signatures in Roles

1. In the Previous Signature section, select the Lookup icon to the right of the EIN field.
Result: A separate Signature Lookup window will appear.

2. Inthe Organization/Signature Name list, search for and select the name of the existing
signature record that needs to be replaced.

Result: The row will turn blue.
3. Select the OK button.

Result: The EIN, Name, and Exp Date fields are populated with the Employee Identification
Number, Name on the signature record, and the expiration date for the signature.

4. Select the Show Roles button. All Roles that contain the signature record are listed in the
browser in the Organization and Role columns.

Note: If the signature you selected is not in any Roles, a modal (message) will appear to let
you know.

5. Select the desired roles for which you want the signature replacement to occur.

6. Inthe Replace with Signature section, select the Lookup icon to the right of the EIN
field.

Result: A separate Signature Lookup window will appear.

7. Inthe Organization/Signature Name list, search for and select the row containing the
name and EIN of the signature record that will replace the previous signature.

Result: The row will turn blue.
8. Select the OK button.

Result: The EIN and Name fields are populated with the new Employee Identification
Number and Name on the signature record.

9. Select inside the Eff Date and Exp Date fields, and enter an effective date (the date you
perform this action) and an expiration date (for the new signature in the role).

Copyright © Oracle Corporation, 2002. All rights reserved.

Manage Roles and Routing Lists
Chapter 3 - Page 14



10. Select the Replace button.

Note: You will NOT be prompted with a message asking you to confirm that you want to
replace, so be certain you have the correct intended role, existing name, and replacement

name before selecting the REPLACE button.

LI
File Mavigation Help
=z F g x|« «» s |H |
Doc Prep Admin Organization Role -
=g Electionic Processing £ — Previous Signature:
=-E Routing
E| & Roles EIM: [111-1111-11 ﬂl
& Signatures Mame: IFrEd Traveler
B Feplace 5i
B Charge Ex Show Roles
B Global Add
) Mass Delet ExpDate: (0771772003
. B ShowRout }
& Routing Lists Replace with Signatues:
Bt x4
[E3] Processing
Motices Fi\h_ar :
BB Security Drgamzatlnn:l
- Utilties Name:lgutt
= EIN:| - - -
Organization EIN Signature Mame Eif Date |~ tall Roles
HNHEQDODOOC 001-0056-315 GUTTMaMN MICHAEL & 054264200
D% I Cancel
=]
File Mavigation Help
2= do x|« «ss|H |
= ;
' Doc PIEP Admin . Organization Role -
=5 Electronic Processind £ —Previous Signature:
=-E] Routing
- Roles EIN: [111-1111-11 #h
. 5 Signatures Name-lFred Traveler
B Feplace 5i
-§®) Change Ex Show Rales |
B8y Global Add
5y Mass Delet Exp Date:lowlwzoua
-5 Show Fout .
9 Routing Lists —Replace with Signature:  ——————
Auditing EIN:IDD1 -0074-641 #
-8l Froosssing GUTTMACHER ALBH E
] Motices Name:l
- Securiy EffDate:|01/24f2003
B Utiities
Exp Date: Ins/amznm
[~ Select Al Roles
Replace | Cancel
End of activity.
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Routing Lists

UM Routing Lists

Navigation path: Electronic Processing Admin> Routing> Routing Lists

Determines the electronic path a travel document takes in the NBS
Travel System for review and approval

Routing is determined by the routing list's criteria

Routing lists named as an abbreviation of the IC SAC code
May have multiple routing lists at an IC

Never assign routing list to an Organization

Add:

= Creates a new routing list
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Routing Lists - Adding

Organization Administrator
N> Navigation Tree> Electronic Processing Admin>Routing>Routing Lists.

Routing Lists utility

Note: You can select an Organization (SAC)/Group Name here, and it will be the default
Organization/Group Name when you subsequently select a utility that is within the Routing
Lists utility (e.g., Signatures in Routing List or Replace Signature).

1. Select the Add Record icon.

2. Inthe Routing List Name field, enter the name of the routing list.
Note: At the NIH the routing lists are generally named as an abbreviation of a SAC code.
3. Leave the Organization field blank.

Note: Routing lists should not be assigned to a specific organization.

4. Select the Save Record icon.

i Travel Manager - Routing Lists ] 3]
Flle Mavigation Help
d=s @k« «»3[8] \
=g Doc Prep Admin
E\-- Electronic Frocessing £ Filker Copy Roting List
=& Routing Organization ﬁl Apply Filter | Copy From: HNZ Copy |
(-7 Roles
= Routing Lists Routing List Mew Narne:
- Signatures
- Replace Si
i F%y Global Sigr Organization Fiouting List -
-y Insert Sign:
] Auditing HHZ
[#-E Processing HM4 s
& Notices HNG
-E Securty HNE
- Utities e
HE -
Routing List Name: |HNZ
Organization: ﬁl
JEN — i
P
End of activity.
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Routing Lists - Viewing

Routing Lists

Organization Administrator

N> Navigation Tree, select Electronic Processing Admin>Routing>Routing Lists

Note: You can select an Organization (SAC)/Group Name here, and it will be the default
Organization/Group Name when you subsequently select a utility that is within the Routing
Lists utility (e.g., Signatures in Routing List or Replace Signature).

1. From the Filter area, enter the desired routing list name in the Routing List field and select
the Apply Filter button.

Result: The routing list appears in the window below.

: Travel Manager - Routing Lists

File Mavigation Help

=10l

g=e o X e s G

#-ER Doc Prep Admin

E-Ef Elechonic Processing & Filter Copy Fauting List
EI Riouting Drganization:l ﬁl Copy From: HHM Copy |
+-F Roles
=-B5 Routing Lists Routing List: |HNM Mew Mame:
L Signatures
-4 Replace Si
iy Global Sigr Organization Routing List
Ly Insert Sign:
----- Auditing HHR1
- Processing HWR2
----- Motices HM2
E1-E Security HHM5
#-E Utilities HHIME
HMM?
Rauting List Manie: IHNM
Organization: I ﬂl
N I— i
End of activity.
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Role or Personnel (Signature) in a Routing List

¢ Enbrss Role or Personnel (Signature) in a Routing

FepgaS® st 4 ki TR T .

List
Navigation path: Electronic Processing Admin> Routing> Routing
Lists> Signatures in a Routing List

Role must already exist in order to add it to a Routing List

If a traveler is part of the routing list, enter "**Traveler" as the role, do
not select individual traveler names
Routing lists and the roles that sign for them are established for the

different types of documents: Authorization, Local Voucher, and
Voucher

Streamline the review and approval process by limiting the number of
reviewers and approvers for a routing list

Complete the following for each Role:
Document Type
Signature Name
Status

Process Name
Level

When adding Roles or Personnel to the routing list, you must complete the following
fields:

*Document Type: select from the pull down menu between Authorization, Local
Voucher, and Voucher

*Signature Name: it is advised to use the ROLE button to lookup a previously created
role. Using the signature button selects a specific individual.

«Status: Assign a default status to apply for each of the roles. For Reviews assign
Reviewed; for Travelers assign Certified; for all Approvers assign Conditional Approval.
Each Role may change the status when actually signing the travel document.

*Process name: the criteria that must be met in order for the document to route to the
role in the routing list. If the role is to receive all documents regardless of the conditions
that exist leave the process name field blank.

*Level: defines the order in which a document will route to the different roles.
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Routing Lists - Adding a Role

Organization Administrator

N> Navigation Tree> Electronic Processing Admin>Routing>Routing Lists>Signatures

Signatures in Routing List utility

1. Enter the desired routing list name in the routing list field. Leave the Organization field
blank. Select the Apply Filter button.

2. From the Routing browser, Organization/Routing List, select the routing list to which you
want to assign the signature record or role record.

Result: The row will turn blue.

Note: You may select a Routing List from the browser in the Routing Lists utility (one level
up in the hierarchy from Signatures in Routing List). That Routing List will then default
into the Routing browser when you access the Signatures in Routing List utility.
Accordingly, the routing list information for the selected Routing List is displayed.

. +
3. Select the Add Record icon. ‘
Note: Alternatively, you may select File>Add Record from the Menu Toolbar.

4. From the Document Type field drop-down list, select the document type for which this role
will be available (Authorizations, Vouchers, or Local Vouchers).

Note: If you want the role to be available for more than one document type, you will have
to add that role for each document type.

5. To the right of the Signature Name field, select the Role button.
Result: A Role Name Lookup window will appear.
6. Search for and select the desired role record to be added, and then select the OK button.

Result: The role record is displayed in the Signature Name field. Make sure all the desired
signature name choices for that role are active.

7. Fill in the fields that do not automatically populate with their appropriate values for the
signature or role that you are adding (e.g., Status, Process Name, Level).

Note: The default status for all Approvers should be set to “Conditional Approval” and for
all Reviewers, set it to “Reviewed.”

8. Select the Save Record icon.

Note: Alternatively, you may select File>Save from the Menu Toolbar.
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i Travel Manager - Signatures in Routing List - |EI|5|

File Mavigation Help

g=eodo x e e |H|

#-f Doc Prep Admin —Filker

=g Electronic Processing £ o :
=B Routing Organization: I ﬁl Apply Filter |
=-E Roles Rauting List: Initr

EE Fiouting Lists
L Sighatures Organization Routing List =

B Global Sigr
B Insert Signe
- Auditing -
#-[E Processing
- Matices Doc Type|Document Status |LevellEIN |Signature Hame -
- Security Zuth CONDITIONAL &PPROVAL £ “HNITFOREIGH
=-E Utilties LVouc  COMDITIOMAL APPROVAL 1 =WITa0 APPROVER
Youch  [COMDITIONALAPPROVAL | 1] |*NIT40 APPROVER
|
Document Type: I\J'chh j
Signature Name: I“"NlT."—\U APPROVER Signature Ruale |
Status: [CONDITIONAL APPROVA = | g
Pracess Name: I j
Level: Il
Fecord last updated:
’7 Uszer ID: siroizz_nih Drate: 09/11/2003 Time: 5:34Ph
Ji) — o

9. To add the additional roles for each travel circumstance, simply repeat above steps.

Note: Remember: When setting up a new routing list, the role **Traveler must be manually
typed into the signature name box for each type of travel document.

End of activity.
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Routing Lists - Adding a Signature Name

Before you Begin

SINCE THE NIH IS ENCOURAGING USING ROLES IN THE NBS TRAVEL SYSTEM
ROUTING LISTS, THIS FEATURE MOST LIKELY WILL NOT BE USED FREQUENTLY.

Organization Administrator

N> Navigation Tree>Electronic Processing Admin>Routing>Routing Lists>Signatures in
Routing List

Signatures in Routing List utility

1. Enter the desired routing list name in the routing list field. Leave the Organization field
blank. Select the Apply Filter button.

2. From the Routing browser, Organization/Routing List, select the routing list to which you
want to assign the signature record or role record.

Result: The row will turn blue.

+
3. Select the Add Record icon.
Note: Alternatively, you may select File>Add Record from the Menu Toolbar.

4. From the Document Type field drop-down list, select the document type for which this role
will be available (Authorizations, Vouchers, or Local Vouchers).

Note: If you want the role to be available for more than one document type, you will have
to add that role for each document type.

5. To the right of the Signature Name field, select the Signature button
6. Select the desired person to be added, and then select the OK button.
Result: The person’s name is displayed in the Signature Name field.
Note: Make sure all the desired signature name choices for that role are active.

7. Fill in the fields that do not automatically populate with their appropriate values for the
signature or role that you are adding (e.g., Status, Process Name, Level).

8. Select the Save Record icon.

Note: Alternatively, you may select File>Save from the Menu Toolbar.
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i Travel Manager - Signatures in Routing List - |E||ﬂ

File Mavigation Help
g=o g x|iees s |H|

-- Doc Prep &dmin —Filter

-4l Electronic P ing 2 - | |
= HECF;E:'“CnngESS'ng Organization; I fieiY Apply Filter

Routing List: Inilr
Organization Routing List -
-y Inzert Sign:
----- Auditing -
#-[E Processing
..... Wotices Doc T_I,JpelDocument Status |LeveI|EIN |Signature M arne =
- Security Atth COMDITIONAL APPROVAL & “MITFOREIGM —
-E Utilities Lvouc  COMDITIONAL APPROVAL 1 =HITAD APPROVER
Youch  COMDITIONAL APPROVAL 1 =MWITAD APPROVER
CONDITIONAL & ) | 7|000-10-00100 SIRON JULIE
4 |
Document Type: I.t’-‘n.uth j
Signature Mame: |5|HDN JULIE Sighature Fale |
Status: | CONDITIONAL APPROVA > | ﬂ|
Pracess Name: [ACTUALS EXIST |
Lewvel: Ih‘
Record last updated:
’7 Uszer D siroizz_nih Date: 10/21/2003 Time: 35040
N [— i

9. If you want to add multiple signatures or roles to a particular routing list, simply repeat
above steps.

End of activity.
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Routing Lists - Deleting a Role or Person (Signature Name)

Organization Administrator

N> Navigation Tree> Electronic Processing Admin>Routing>Routing Lists>Signatures in
Routing List

Signatures in Routing Lists utility

1. In the Filter area, enter the desired routing list name in the Routing List field and select the
Apply Filter button.

2. From the Routing List Detail Table, select the role or signature to be deleted.

Result: The row will turn blue.

3. Select the Delete Record icon. =

Note: Alternatively, you may select File>Delete Record from the Menu Toolbar.

4. A modal (message) will ask, “Do you really want to delete this record?”” Select the
appropriate answer.

=]
File Mavigation Help
EET-EEIRXEX -1 |
-- Doz Prep &dmin Filter
=g Electronic Processing & - l— .
=B Routing Organization: ﬁl Apply Filter
[-F5 Roles Rauting List: IBNFCIass
=-§ Routing Lists
B Signatures Irirmzmization Fauting List -
S Replacesi. [T 2
- Global Sigr
""" & Insert Sign: @ Do vou really want ko delete the record?
----- Auditing -
*-E Processing -

..... Maotices ves | Mo I =I[EIN |Signature Name -
F-E Securty 5 “EQ Approver -
B Utities CWouc  [CONDTTTORAL EPPRUYAL 1 2321 Approver

Vouch  COMDITIONAL APPROVAL 1 *2321Approver
REVIEWED E SMITH BRUCE -
1 »
Document Type: IAuth j
Signature Name: [SMITH BRUCE W/ Signature Role |
Status: | REVIEWED =l ,ﬁ|
Pracess Name: |LEAVE EXISTS =l
Level: Iz
Fiecord last updated:
’7 Uszer [D: paulza_MIH Date: 07/A18/2003 Time: 4:17Pk
End of activity.
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Routing List - Editing

3Lt Routing List - Editing

» Organization Administrators will most likely edit existing routing lists

> Activities are primarily focused on adding and deleting roles in the
routing lists

» Any routing list changes affect only newly created travel documents
after the edit
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Routing Lists - Editing

Organization Administrator

N> Navigation Tree, Electronic Processing Admin>Routing>Routing Lists>Signatures in
Routing List

Signatures in Routing Lists utility

1. In the Filter area, enter the desired routing list name in the Routing List field and select the
Apply Filter button.

2. Compare the existing routing list to the desired routing list. Identify all changes that must be
made to current routing list.

If adding a new role, goto task #3. Otherwise, goto task #6.

3. Edit the levels of existing routing list to allow for gaps in which to add new roles at the
appropriate levels:

* Highlight the row of the level to edit in the Signatures in a Routing List screen.
* Change the information on the lower half of the screen.
* Select the Save Record icon to save your changes.

4. Add new roles to the routing list, as necessary.

Note: Before you can add a role to the routing list, the role must already exist. If you need
to create a new role, go to Electronic Processing Admin>Routing>Routing Lists>Roles.

5. Click the Save Record icon.

End of activity.

6. Delete roles on the routing list as necessary.
* Highlight the role to delete.

e Select the Delete Record icon.
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1 Travel Manager - Signatures in Routing List

File Mavigation Help

=10 x|

[t=cdo x|+« H|

Doc Prep Admin Filter
Electronic Processing £

R outing

Routing List:

Drgan\zatmn:l ﬁl AppIyFl\terl

Oiganization Fiouting List

-

- Auditing
[+ Processing
Matices Doc Tppe|Document Status Level EIN Signature Mame -

[ Securty Auth * pprover

2] Utilities Luth COMDITIOMAL APPROMVAL 2 *E0 Approver -
Auth COMDITIOMNAL APPROVAL 3 ~EQ Approver
Luth COMDITIONAL APPROVAL 4 ~EQ &pprover _ILI

»

Document Type: IAulh -

Signature Mame I’“‘2321Appmver

Status IEDNDIT\DNALAPPHDVA 4 ﬁl
Process Name: I -
Level: ll_

Signature | Rale |

Record last updated:
’7 User ID: paulza_MIH

D ate: 07/18/2003

Tirne: 2:39PM

End of activity.
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Checklist to Edit Existing Roles

WM Checklist to Edit Existing Roles

0 Compare existing Roles and to desired Roles
O Create new Roles, ifnecessary.
= (Electronic Processing Admin>Routing>Ro les)
L Add/Edit Signatures to Roles.
= (Electronic Processing Admin>Routing>Ro les>Signature in Role)

O Add newly created Roles to Routing List (use the Routing List worksheet, if
necessary).

= (Electronic Processing Admin>Routing>Routing List>Signature in a Routing
List)
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Checklist to edit existing Routing Lists

W3l Ml Checklist to edit existing Routing Lists

0 Compare existing routing list to desired routing list

L Add newroles, if necessary. (Use the Roles Worksheet, if needed.)
= (Electronic Processing Admin>Routing>Ro les)

L Add signatures to roles, if necessary. (Use the Roles Worksheet, if needed.)
= (Electronic Processing Admin>Routing>Ro les>Signature in Role)

O Edit levels of existing routing list to allow for gaps in which to add new roles
at the appropriate levels.

= (Electronic Processing Admin>Routing>Routing List>Signature in a Routing
List)

L Add new roles to Routing List.

= (Electronic Processing Admin>Routing>Routing List>Signature in a Routing
Lis?)
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Lesson Objectives

WAILIEM | osson Objectives

At the end of this lesson you should be able to:

» Submit the New Traveler Addition Audit Report.

» Enter a New Non-NIH Affiliated Traveler Request.
» Modify a New Non-NIH Affiliated Traveler Request.
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Adding Travelers to the NBS Travel System

"¢ @@nbrss. Adding Travelers to the NBS Travel
R i e -, S Stem

NIH-Affiliated Travelers

NIH Employees, Fellows, Consultants, and Contractors

Non NIH-Affiliated Travelers

Guest Speakers, Interviewees, Advisory Committee Members, and all
other travelers without ability to electronically sign documents

» The Oracle Application will be used to identify new NIH-
Affiliated Travelers and to request the addition of Non-NIH
Affiliated Travelers.
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Accessing Oracle via the NIH Portal

WIS M A\ ccessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov
= ToLog on use your:

- NIH Domain
- User Name
- Password
For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides
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Logging into the NBS Financial Applications

"¢ @@nbrss. Logging into the NBS Financial
R i e -, A . . Iications

To launch the NBS Financial Applications, select the appropriate link.

NBRSS Application Launcher

Click here to enter the MBS Finance

L|Ve app|IC2tI0n ﬁ ¥ Production

"Live" environment for OFM and
Budget usears,

Click here to .enterthe P+ Sandbox
practice environment Practice enviranment for OFM and

Budget users. Requests and entries
will MOT be processzed,

Click here to enter the P » Training
training environment For training class use only,

General User Guidelines
HBS Rules Of Behawvior

Use the Production link to enter the live environment. Only use this link if you are
going to perform real work in the system. You should not “practice” here.

Use the Sandbox link to enter a practice environment. This environment was created
to allow you to practice your skills outside the training classroom. The information
entered here will not affect the financial reporting of the NIH.

Use the Training link to enter the oracle application for use during training classes. Do
not use this link if you are not in an instructor led class.

If you have never logged into Oracle before it will be necessary to install the
JINITIATOR prior to logging in. The instructions for doing so follow. Otherwise you may
go directly to the section titled "Accessing the Oracle Application" to log in.
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Oracle JINITIATOR Installation Instructions

Before you begin:

This document contains instructions for installing Oracle JInitiator using Internet Explorer.
NOTE: Internet Explorer is the recommended browser for the NBS.

If you have questions or need assistance, please contact your local IT representative, or the NIH
Help Desk (301-496-4357).

1. Open Microsoft Internet Explorer (IE).

2. Inthe IE window select Internet Options from the Tools menu.

=

Internet Options

General | Security | Privacy | Content | Cormections | Programs | Advanced

Home page
% YYou can change which page to use for vour harme page.
Addiess: kbp: e nib, gov)|

’ |Uze Current ] [ Uze Default ] [ Uze Blank

Temporary Internet files

< Pages vou view on the [nteret are stored in a special folder
@ Y for quick viewing later.

[Delete Eook_ies...] [ Delete Files... ] [ Settings...

Higton

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

[ays to keep pages in history: 20 0% Clear History

’ Calors. .. ] ’ Fants... ] ’ Languages. .. ] [Acc;ssibility...]

I Ok H Cancel ]

3. In the Internet Options window, select the Security tab.
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Internet Options

Genelall Security |F'livac_l,l Content | Connections | Programs | Advanced

Select a'Web content zone to specify itz security zettings.

® @ 0 @

ruh-nn-f Local intranet  Trusted sites Reshicted
sites

Internet

Thiz zone containg all'wWeb zsites pou

haven't placed in other zones
Security level for this zone

Custom
Custom settings.
- To change the settings. click Custom Level.
- Tao use the recommended settings, click Default Level

’ Custom Level... ] [ Diefault Lewvel ]

I 0K H Cancel ]

4. Select Custom Level button.

3

Security Settings
Setkings:
@ A controls and plug-ins -3

] Download sigred Activel controls

Disable =
Enabla
Prompk

@ Daownload unsigned ActivelX cantrols

Disable
Enabla
Prompk

@ Initialize and script Active controls nok marked as safe

Disable
Enabla
F‘rompt

e Ak ele mmd b e e

£

|~

Reset custom sekkings

Reset bo | Medium vl[ Reset ]

[ o4 l[ Cancel ]

5. Inthe Security Settings window, click the Enable button next to the following settings:
— Download signed ActiveX controls
— Download unsigned ActiveX controls
— Initialize and script ActiveX controls not marked as safe
— Run ActiveX controls and plug-ins
— Scripts ActiveX controls marked safe for scripting
— Downloads > File download
— Downloads > Font download
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— Microsoft VM > Java permissions > Low safety

— Miscellaneous > Access data sources across domains

— Miscellaneous > Allow META REFRESH

— Miscellaneous > Display mixed content

— Miscellaneous > Don’t prompt for client certificate selection when no certificates or
only one certificate exists

— Miscellaneous > Drag and drop or copy and paste files

— Miscellaneous > Installation of desktop items

— Miscellaneous > Launching programs and files in an [FRAME

— Miscellaneous > Navigate sub-frames across different domains

— Software channel permissions

— Submit nonencrypted form data

— Userdata persistence

— Scripting > Active scripting

— Scripting > Allow paste operations via script

— Scripting > Scripting of Java applets

-

Security Settings

Setkings:

Disable A
Enable
Prompk

Scripting of Java applets

Disable
Enable
Prompk

User Authentication

!ﬁ Logon
<

Automatic logon with current username and passim

Anonymous logon
Autarnatic lagan only in Intranet zone
Prompt For user name and password

W

Reset cuskam setkings

e I

[ [l 4 l[ Cancel ]

6. Change the Reset custom settings to Low.

7. Click the OK button.

warningt x|
& Are vou sure you want ko change the security settings For this zone?
Yes | Mo I

8. Click the Yes button.
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=

Internet Options

| Genelall Security | Privcacy || Content || Connections || Frograms || Advanced|

Select a*web content zone to specify its security settings.

® @ 0 &

.t Local intranet  Trusted sites Resticted
zites

Internet

This zone containg all'Web sites pou Sites

haven't placed in other zones i
Security level for this zone

Custom
Custom settings.
- To change the settings, click Custom Level.
- To uze the recommended zettings, click Default Level,

’ LCustom Level . ] [ Default Level ]

I Ok, ” Cancel ] Apply

9. Click the OK button to exit.

NIH Login

ﬂ Select yaur domaln: I R 7| which domain should | seled?

a User name: |

Pagswond: |

“hange Password

Warnimg Notice

This is a LS, Govermment compuier systern, which may be accessed and used only for authorized Government business by
authorzed personnel. Unauthonzed access of use ofthis computer system may sublect wolators 1o crminal, cidl, andior
adrminisralive aclion.

Al information on this computer system may be inlercepted, recordad, read, copled, and disclosed by and to authorzed
parsannel for oficial purposas, including criminal irvestigations. Such informabion includes sansitive data encrmled 10 comply
with coniidentiality and privacy requiraments. Access oruse of this compuler system by any person, whether authorized or
unauthorized, constiuies consent to these terms, There 15 no right of privacy in this system,

Plasse a-mail quastions ar cammants ba taee@nibh.gou ar call AI0L-594-6243

P .5 M,

[Eloene R = T

| LI
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10. In the IE browser window that is open on your desktop, log in to the NIH Portal:
http://my.nih.gov with the same Domain, User name and Password you use to log in to your
workstation computer.

11. Go to the Budget/Finance Community on the NIH Portal.

If you need to add the Budget and Finance Community, goto task #12. Otherwise, goto task
#13.

12. To add the Budget/Finance Community to your NIH Portal page:
— Select the Communities tab in the top left portion of the NIH Portal screen.
— Select Edit Your Memberships from the drop down menu.
— Select the NBRSS folder (near the middle of the screen).
— Select the checkbox for the NBRSS Budget/Finance community.
— Select Add to My Memberships.
— In the top right portion of the same screen, select Finish.

13. To access the NBRSS Budget/Finance community page, select the Communities tab and
select NBRSS Budget/Finance from the drop down menu.

14. In the NBRSS Application Launcher section of the community page, select the Production
link to access Oracle.

15. Under Applications, select a responsibility.

Result: JInitiator will download files from the server to the client.

InstallShield Self-extracting EXE

16. Select the Yes button.
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Welcome f5__<|

“Welcome to the Oracle Jinitiator 1.1.8.16 Setup program. T his
pragran wWill install Qracle Jinitiator 1.7.8.16 on your camputer.

It iz strongly recommended that you exit all \Windows programs
befare minning thiz Setup progran.

Click Cancel ta quit Setup and then cloze any programs pou have
running. Chick Mest to continue with the Setup program.

WARNIMG: Thiz program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of thiz progran, or anp
portion of it, may result in severe civil and ciminal penaltiez, and
will be prozecuted to the masimum extent possible under law.

17. Select Next on the Welcome screen.

Choose Destination Location

Setup will install Dracle Jinitiator 1.1.8.16 in the following directany,

Toinztall to this directory, click Mest.

Toinstall to a different directary, click Browse and select another
directory.

You can chooze not ta install Oracle Jinitiator 1.1.8.16 by clicking
Cancel to exit Setup,

Destination Directory

C:\Program FilezhOracleInitiator 1.1.8.16 Browse...

< Back

Cancel |

18. Select Next in the Choose Destination Location window.

Installation Complete

Oracle Jnitiator installation is complete. IF you are using Metscape as vour web browser,
wou will need to close and restart Metscape before using JInitiator,

19. Click OK once installation is complete.

Result: You are now logged into Oracle with the responsibility you selected earlier in these
instructions.
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After Installation

20. To reset your IE browser defaults go to the Microsoft Internet Explorer window that is open
on your desktop.

Internet Options

General |Securit_l,l Privacy | Content | Connections | Programs | Advanced

Home page
% You can change which page to uze for vour home page.
Address: |

’ Uze Current ] [ Usze Default ] [ Uze Blank ]

Temporary Internet files

< Pages vou view on the Internet are stored in a special folder
@& Y for quick viewing later.

[Delele Eook_ies...] [ Delete Files... ] [ Settings...

Hiztam

The History folder contains links to pages you've visited, for
quick access ta recently viewed pages.

Days ta keep pages in histony: Clear History

’ Colors... ] ’ Fonts... ] ’ Languages... ] l.-’-‘«c:c:gssibility...]

I 0K H Cancel ]

21. Inthe IE window select Internet Options from the Tools menu.

22. Select Security tab.

@

—_— .-1
Internet Options |2| [g|

Genelall Security |F'livac_l,l Content | Connections | Programs | Advanced

Select a'Web content zone to specify itz security zettings.

® © 0 @

Local intranet  Trusted sites Reshicted
sites

Internet

Thiz zone containg all'wWeb zsites pou

haven't placed in other zones
Security level for this zone

Custom
Custom settings.
- To change the settings. click Custom Level.
- Tao use the recommended settings, click Default Level

’ Custom Level... ] [ Diefault Lewvel ]

I 0K H Cancel ]
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23. Select Default Level button.
24. Click Apply.

25. Click OK.
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Accessing the Oracle Application

Organization Administrator
N> http://my.nih.gov
NIH Portal

1. Enter the NIH Portal using the web address of your Internet browser.

File Edit V“iew Fawaorites Taools Help

Back - = - ) ﬁ| @ search [EFavorites §fMeda (4 | By & - hH 2D

Address I&j https:,i,l’n\hssoweb.nih.gov,l’siteminderagent)’sso,l’nih,l’login.Fcc?T\r'PE=335544SS&REALMOID=06-?29893bc-5cc7-45ad-a133-9F8aFbedeab7&GUID=&SMAUTHREASON=D&METH(j @Go

NIH Login

© Selectyour domain: [NIH =] which domain should 1 selacts

(2] User name: |pau|sa

Password: I Change Password

Warning Notice

This is a LS. Government computer system, which may be accessed and used only for authorized Government business by authorized personnel. Unauthorized access or use of
this camputer systerm may subject vialators to criminal, civil, andfar administrative action.

All infarmation on this computer system may be intercepted, recarded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such infarmation includes sensitive data encrypted to comply with confidentiality and privacy reguirements. Access or use of this caomputer system by any persan,
whether authorized or unauthorized, constitutes consent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nib.gow or call 301-594-6248

B\CIT ‘&

2. Complete the NIH Login Information:
* Select your Domain from the drop down menu.
* Enter your User name.
* Enter your Password.
* Select Log in.
Note: Your domain, user name and password are the same information you use to log on to

your computer workstations. If you need assistance logging in to the NIH Portal or do not
know your domain, user name or password, contact TASC at 301.496-4357.
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crosoft Internet Explorer

Favorites  Tools  Help

P Back - = - @ ) | QSearch (] Favarites @Med\a @l %- =] @ @ & ]

Address [{€] https: iy nib.govininfmypags mypage. spilserD=1302657

Welcome NIHpaulsal Pol t Name | C Gadgets | C ut | Logoff . February 16

MY PAGES ; : Document search [

Search Dptions:

Edit Your Memberships
Weather T

Portal Training Tour

Hurnan Resources

How NIH Portal?
to take the tour

(Requires Macromedia Flash Player}

Getthe 10 day
MERSS Fin
MBRSS Travel Users

Follen Reports
Airport Delays

e
Special Events| "

NIH Shuttle Schedule DFF[H
Portal Information
Center

| T
= Bldg. 314 - Democra -
m Enter city'zip @ M From: I q J To: I oy J
o o Download Deddop eather -.-O_-; |i € Marning % aftemoon Show Schedule
e |

Information for Employvees =TT

fo fo I NIH Calendar of Events oF Y Eat [w
Information for Employees =
R —— @ NIH Calendar of Events (Yellow Sheet) Tmi# _
ABCDEFGHI JKLM There are no events scheduled for that match the preferences you specified
NOPQRSTUYWXYZ

My Travel Documents = [¥ ¥ [Edit [

Search for a topic:

Search =3 Following documents are awaiting your action:

Document Departure Status

Search for an employee: No Documents Found

Search
Read Only Documents:

Document Departure Status
Phat's New aLNIH Authorization TR9659 10023/2003 APPROVED View
This gadget is currently being updated.
NIH Record =F[T
NIH RECORDT _Search |
February 3. 2004 - Vol LV, Mo. 3 Archives Deadlines ;I
[fnibfcommunitiesfcommunity., asp?lserID=130Z657&CommunityID=3168intCurrentPagelndex=0 ’_ l_ ré_ ) Internet

3.  From the Communities pull down menu at the top of the page, select NBRSS
Budget/Finance*.

* To add the Budget/Finance Community:
— Select the Communities tab.
— Select Edit Your Memberships.
— Select the NBRSS folder.
— Select the checkbox for NBRSS Budget/Finance.
— Select Add to my Memberships.
— Click Finish.
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Welcome NIH paulsa! ings i Thu o4 @ HELP

COMMUNITIES = . e P —
o : :

[ MBRSS Travel Users Community ]

Community Leader Welcome to the NBRSS Travel Users Community Per Diem Rates

For gquestions ahout this community Domestic (
contact Welcome to the GSA BT
MBS M t Cent H =
e Menagerment Center Travel Users Community

Overseas (Includes
US County L ooku

hibhelpdeskiimail.nik. oy

¥ Keep up with the latest with travel-related news and infarmation

MBRSS Application Launcher Community Alerts

NBS Travel ; ;
v Production mm;;rmrm?ﬂmmm?& Feb 122004, 440 FMEST

i Blat : , : ® MIH Travel Manual

"'I-i"'e" enviranrment for Tdra'-'e' Due to production updates and maintenance requirernents, there will be a Manusl Chapter 1

Flanners, Reviewers, and Approvers. scheduled outage ofthe MBS Travel (Geleo) and Finance (Oracle) Systems to detetrnine NIH'

» Sandho from 3:00 FM Saturday, February 14 until 7:00 AM Monday, February 16. As a Eorazftifts ‘le'f;"f'

Practice environment, Travel result, the Production Systern will not be availahle. Please notify your staff ’ |

documents will NOT be processed, mermbers who may be affected by this systern outage. We apologize for any . W

» Training incorvenience this may cause vou. Ifyou have ary guestions, please contact P e

For training class use only, the MIH Help Desk at (301) 486-HELP or send an email to defined within the

=mailtochelpdesk@mail nik.gows applicable to all &

General Users Security Guidelines ® Federal Travel Rer

R The FTR offers th
MBS Rules Of Behawior Currency Converter & geuiden:eser;ppn

traveling in an off

Canvert I] IUS Diallar j Ternparary Duty, |
HBS Travel System Support I of Station, Pay?
4 3

4. From the NBRSS Budget/Finance Community, select the NBS Finance Production link in
the NBRSS Application Launcher section in the top left corner.

Result: Oracle Applications launches.

3 https:/ /nbrssprod.cit.nih.go¥:8022/pls/al 58trng/OracleMyPage home?home_url= - Micrasoft Internet Explorer = s |5|

File Edit Wew Favorites Tooks Help |-

daBack » = - ) o3 | Qhsearch [GFavarites  Media ®| - S = (5 |
AddrassI@https:Hnbrssprod.cit.nih.gov:8022,|’p\s,|’alsﬂtrng;’OracleMyPage.home?home_ur|= j @Go Links **

Welcome APTRAVELT | 27 % -3 ORACLE®

Applications

Ilain Menu

#

3) [

MIH Cash Management GTA User
2 MIH Payables User

5. Select the responsibility that you want to access.

Result: The Oracle J-Initiator window appears followed by the Oracle Applications
window.

End of activity.
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Selecting a Responsibility

STy e . T
RA L LMl Sclecting a Responsibility

» The first window that is displayed is your welcome page.
» Click on the responsibility link to access the application.

Zjhttps://nbrssprod.cit.nih.gov:8023/pls/a158t2c3/OracleMyPage Home?validate_flag=¥ - Microsoft Internet Explorer

File Edit Wwiew Favortes Tools Help
Gback - =& - 4| Disearch GElFavortes vedia (3 | By S = 5 @

Address I@ https://nbrssprod.cit, nib.goy: 8023/pls/al56t2c3fOraceMyPage Home v alidate_flag=Y j @Gu |L|nls 4

Welcome Demo User (CIT/MIH) | 7 & -3 ORA

Main Menu

e MIH General Ledger User
2 pIH Payables User
(}?«' NIH Receivables Receipt Entr

Responsibility

Selecting a Responsibility

Once you have used the logon form to begin the logon process, you must tell the
system what type of access you will be using. A responsibility is a set of data, menus,
and forms that defines your particular level of authority while using the system.

Responsibility Assignments

The Organization Administrator will use the following responsibilities depending on the
type of user being added:

NIH Non Affiliates Entry User -- for Non NIH Affiliated travelers
NIH Baltimore Patient Entry User -- for Baltimore Patient travelers
NIH Phoenix Patient Entry User -- for Phoenix Patient travelers

Each user has at least one responsibility and several users can share the same
responsibility. If you have only one responsibility with one function, and only one region
on your Personal Homepage, you will go directly to that function. If you have multiple
responsibilities, select the underlined link in the Application section to select the desired

New Travelers
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responsibility. Once you click on the link, you will have an opportunity to change
responsibilities, if necessary.
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NIH Non Affiliates Responsibility

WIS NIH Non Affiliates Responsibility

» All Organization Administrators will see the screen below for the NIH
Non Affiliates Responsibility
= Select Enter Person to requesta new Non NIH-Affiliated traveler or to
modify a current record
= Select Other to Run the New Traveler Addition Audit Report

Enter Person

Top Ten List

+ Other

el Lo le

New Travelers
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How to Use the Step by Step Instructions

W3 M How to Use the Step by Step Instructions

» Navigation Boxes within the step-by-step instructions describe how to
get to the appropriate screen in Oracle to perform the task

NIH Non Affiliates Entry User Oracle Responsibility
N > Enter Person < Navigation Path

Enter Person < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.
Welcome NONNIHAFF1 | 7 & 4,

Nawigate ReSpOhSibilit

@

MIH Mon Affiliates Entry User
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Identifier
Er

Emp

Personal Informa

Saweicon
Close Form icon

i 111-11-8689

Birth

OEwrrms = D

Org Admin - Oracle Window Basics

NNO0003754

25-.JUL-2003

Gender

LOV (List of Values) icon: If you select a field
and the LOV icon appears to the right of the
field, that means a list of acceptable input values
is available. When you sel ect the LOV icon to
displaya list, the values appear in a window with
aftitle that describes the contents.

Field Colors

Description @ttibutesof the field)

Field Color

White

Allows data entry

White w/ green text

Indicates drill-down capability

Beige

Requires data entry

Gray w/ black text

Display only

Blue

Indicate fields to use in Query Enter mode

Block Ablock is just anamed bor dered
section within a window (e.g. Gender block).

Flexield: Opens aseparate window that
contains customized NIH-specific selection
information (e.g. Additional Personal Details
window for entering Employee Type).

Shortcut Keys in Or:

Function/Pu rpose

cle

Key

Clear Form

F8

Clear Record

F6
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Enter Query

F11

Execute Query

Ctrl+ F11

Exit

F4




Field Colors in Oracle

waUEM Ficld Colors in Oracle

» Field colors indicate the attributes of the field.

Field Color Description

White Allow data entry

White with Green Text | |ndicate drill-down capability

Yellow Require data entry

Gray with black text Are display only

What Field Colors Indicate

Each block contains fields you use to enter, view, update, or delete information. A field
prompt describes each field by telling you what kind of information appears in the field
or what kind of information you should enter in the field. Fields are color coded to
indicate their type as follows:

White Fields—allow data entry

White Fields with Green Text—indicate drill-down capability
Yellow Fields—require data entry

Gray Fields with Black Text—are display-only

Blue Fields—indicate fields to use in Query-Enter mode

The term field generally refers to a text field, an area in a window that either displays
data or allows you to enter data. However, a field can also include a button, check box,
option group, or poplist.
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New Traveler Addition Audit Report

WIS New Traveler Addition Audit Report

NIH-Affiliated Travelers

NIH Employees, Fellows, Consultants, and Contractors

» The NIH Enterprise Directory (NED) and Human Resource Data Base
(HRDB) systems automatically transfer new Traveler data to the NBS
every two weeks*

» Run the New Traveler Addition Audit Report in Oracle

= |dentifies new NIH-Affiliated Travelers that have been added to the system

» The Organization Administrator (Org Admin) completes the Traveler
Profile in the GTM Admin 8.1 Module, as necessary

New Travelers
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Adding NIH-AffiliatedTravelers to the NBS

Adding a
Traveler

=S

Current NIHprocess
for inputting affiliates
intoNED

NED feeds Oracle HR
nightly

Oracle HR feeds NBS
Travel System (Gelco)

Organization
Administrator

NBS =

Org Admin runs the
Oracle Apps report
highlighting which
Travelers have been
added

Org Admin accesses
GTMAdminmodue
and assigns roufing
list to traveler and
completes traveler
profile as necessary

Tip: W ho is
includedin
this process ?

Traveler Added
to the NBS

Travel
System

Travelers trip may
now be enteredinto

e P the NBS Travel €
System

The above process is for the folowing groups:
-FTEs

-Fellows

-Consultants

- Advisory Committee Members

New Travelers

Chapter 4 - Page 25




Submitting the New Traveler Addition Audit Report
NIH Non Affiliates Entry User

N > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

This ““]-'IIII-J“tIII submit an individual reguest,

® Request Set
This you to submit & pre-defined set of

1. Select the OK button.

Result: The Submit Request window is displayed.
2. Click on the LOV in the Name field and select NIHTM New Traveler Addition Report.

Result: The Parameters window is displayed.

&= Parameters

Start Date i
I~

End Date

3. Inthe Organization ID field, select the organization from the LOV for which you would
like the report to be run.

Note: If you would like all new entries to be displayed, select HN.

4. Tab to the Start Date field and enter the date from which you would like to review the
entries.
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Note: The date format DD-MMM-YYYY must be followed.

5. Tab to the End Date field and enter the date to which you would like to review the entries.

Note: The date format DD-MMM-YYYY must be followed.

Example: Below is an example completed parameters window.

== Par

ization d fgll
Start Date
End Date

6. Select the OK button.

7. Select the Submit button.

Result: The Requests window is displayed.

E Rer

Refresh Data Find Requests

Reguest 1D

| 113173 |0 NewTraueIerﬂdd! N

|112758

Mame

NIHTM Mew Traveler Add

Parent

Cnmpleted

HM MIH RATIONAL

D

Submit a New Request...

Farameters
1833, 01-JUN-2003, 15-JUN-2003
1833, 01-JUN-2003, 09_-JUN-2003

112666

RX-only: Receipt Registe | 112665 th_mplet'ed

1[":"]']93! 1[":|[|ﬂl]3!s EEEEE R R RS RS B R R R ]

L 12665

Receipt Register

th_mplet'ed

SUBMIT, AR, RXARRCRG, 162, DEF 7

| 1112633

Recurring Invoice Progra

th_mplet'ed

112632

Recurring Invoice Progra

ti:_mplet'ed

| |112631

Recurring Invoice Progra

ti:_mplet'ed

| |112630

Recurring Invoice Progra

ti:_mplet'ed

8. Select the Refresh Data button until the Phase is completed.

9. Select the View Qutput button to view the report.
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End of activity.
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Adding Travelers to NBS Travel System

WM \dding Travelers to NBS Travel System

Non NIH-Affiliated Travelers

Guest Speakers, Interviewees, Advisory Committee Members, and all
other travelers without ability to electronically sign documents

» Similar to the EIN Request process used with the ADB.

» Requests to have Non NIH-Affiliated Travelers added to the system
are forwarded to a central point of contact at each IC. When the
NBS deploys, this will be an Organization Administrator (Org Admin)
at the IC.

» The Org Admin completes an online Oracle form and forwards it to
OFM.

» OFM reviews the form.

» Email notification of approval or rejection is sent to the requestor.

» Upon approval, the traveler is added to the vendor database in
Oracle and to the NBS Travel System database.

» The Org Admin then completes the traveler profile in the NBS Travel
System.

Organization Administrators will process requests for entering a new Non NIH-Affiliated
traveler into the system and submit them to OFM. However, each IC will have to
establish their process for generating and submitting these requests to the Organization
Administrators.

Organization Administrators will complete an Oracle form as described in the next few
pages. This form feeds the Oracle HR personal data screen but not the ACH portion.
ICs must submit the ACH form (a paper document filled out by the traveler's bank)
directly to the Government Accounting Office. When the ACH form arrives at this final
destination, the OFM staff member will then access the traveler's data screen in Oracle,
review the data that was entered by the Organization Administrator, and add the ACH
on an appending screen. No Travel documents can be prepared without the ACH in
place.
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Adding Non NIH-Affiliated“Travelers to the NBS

Traveler Added

to the NBS
Travel

System

Travelers trip may

now be enteredinto

the NBS Travel ﬁ’

System

Request to Office of Organization
A A >
Add a Financial g Administratar
Traveler &.’ Management
(OFM)
Organization Y 2 Traveler is
Administator "\ OFM YES automatically added
informed of rew e approves e P OracleHR, vendor
Traveler addifon request? tables, and the NBS
request
; NO v
Org Adminenters new . .
Org Admin receives
t | t i
i[\affr}n(:tirgr?ijri Org Admin ) email nofification
automatically receives indcating request
Oracle HR emal notficafion acceptance
from OFM indicating
Qracle processes request not accepted *
information and including commerts Org Admin accesses
auto_mancally ---------- with a reason for he GTMAdminmodue
emails fom to OFM rejection and assigns routing
for review list to traveler and
completes traveler
profie as necessary
Organizafion
Administator
updates the
rejected record
in Oracle
The above process is for the fdlowing groups:
Tip: Who is -Non NIHAffiiated Travelers Tip: Who is
includedin (e.g., interview ees, guest speakers) includedin

this process ?

-Baltimore and Phoenix patients
-NIH Enployees without email access

this process ?

An optiond form for cgoturing Non NIH-
Affiliated Traveler information is available
on the NBRSS Travel Users Community
page of the NIH Portal. This may be
conpleted by the requestor and then
forwarded to the Organization
Administator forprocessing.
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Entering a New Non-NIH Affiliated Traveler Request

NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Mame
First
hiddle
Title

Identifier Gender

Em Jumhber - ®hiale ®Famale O Lnknownh

=N 18- JUN 2003 —

Personal Information

Birth Date Ermail
haail Wark Telephone
[l

1. Enter the traveler's last name in the Last Name field.
2. Tab to the First field and enter the traveler's first name.

Result: The Employee Number field will be populated with a value beginning with "NN".

3. In the Social Security number field enter the individual’s social security number.
— Note: Ifno social security number is available, leave the field blank and enter a
comment in the flexfield to the right of the Details box that states “Please assign a
temporary ‘filler’ SSN.” The Details box is documented below (Step 13).

4. In the Gender block, select the gender of the traveler.
5. Enter the following in the Personal Information block:

Note: These fields are optional.
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Field Description

Birth Date Enter the traveler's birth date

Mail Select Home or Office from the LOV
E-mail Enter the traveler's email address

Work Telephone Number Enter the traveler's work telephone number

6. Place your cursor in the Flexfield [].

Result: The Additional Person Details window is displayed.

% Additional Personal Details

Empioyes Type |

7. In the Employee Type ficld, use the LOV to select the appropriate type of traveler.

Example: Below is a sample completed flexfield.

% Additional Personal Details

SRR INTERVIEVWEES Intervieweaes

8. Select the OK button.

Result: The Additional Personal Details window closes and you are returned to the Enter
Person window.

New Travelers
Chapter 4 - Page 32



B Enter Person

Name

First
hiddle

Title

Identifier Gender

Erployee NMumber NNDDDD3660 ® Female ® Lnknown

I

Emplayrment Dates

Personal Information

Birth Date Ermail
haail Wark Telephone

9. Save your changes.

Note: You must save the record before proceeding to the next step or the system will stop
you.

10. Select the More button.

Result: The Person Information window is displayed.
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E FPersaon Infarmation

HEERJONES, JUSTIN A S NNO 0003660

=il Inited States {Internation:§g
Address

Details

Type I Primary

Dates |18-JUN-2003 | Ll

11. Place your cursor in the Address field.

Result: The Personal Address Information window is displayed.

fle |United States (International S International Addres

Sl United States

Telephone

Telephone

12. Enter the traveler's address and telephone information as described below.
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Field Name Description

Address Style Defaults to United States (International). Do not change.
Address Linel Enter the street address of the person.

Address Line2 Enter additional street address information.

Address Line3 Enter additional street address information.

City Enter the city information

County Enter the county information

State Select the state information from the LOV.

Zip Code Enter the zip code

Country Select a country from the LOV.

Telephone Enter a telephone number for the person.

Telephone?2 Enter an alternative telephone number for the person.

Example: Below is a sample completed Personal Address Information form.

g== Personal Address Information

US International Add

13. Select the OK button.

Result: You are returned to the Person Information window.
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E Fersan Infarmation

i JONES, JUSTIN A TS NNOD003660

Address

Style lUnited States (International)
Address lUnited States ilnternatiunal}.ﬂ?? S STREET NW.APT 34. WASHINGTON..

Details

Type | |_ I Primary
Dates |18-JUN-2003 | [|_]

Note: To enter any additional information about this traveler, use the flexfield located on the
right side of the Details box.

BZ Additional Address Details

Preparer Comments ([

Result: The Additional Address Details window is displayed. Enter the comments in the
Preparer’s Comments field. When finished, select the OK button.

Result: The Additional Address Details window closes and you are returned to the Person
Information window.

14. Select the Assignment tab.
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i JONES, JUSTIN A TS NNOD003660

Assignmernt

Assignment Murmber |NNODDD3660 Job |NHA
Position Supervisor
Organization |[gllg8aie |_ Billing Title

Accounting Information
Set Of Books iNATIONﬂL INSTITUTES OF F
Default Expense Account l '

Location Address

Location Style I

Address T
i B

15. Tab to the Organization field and use the LOV to locate the correct organization.
16. Save your work.
17. Close the Person Information window.

Result: The Enter Person window is displayed.
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EEEnter Person
Name
Last Mame
First
hiddle

Title

Identifier Gender

Ermplo T2 | MNODDD3GR60 : ®Famale ® Lnknown

Curity

Emplovment Dates MBI
Personal Information

Birth Date Email

haail Wark Telephone

What if you get a Rejected Request?

Read and understand the reason for the rejections. Then modify the existing record in Oracle
with the requested information and resubmit as an updated record. Do NOT create a new record
for the person. For assistance with modifying an existing record refer to the Student Guide
chapter on “Modifying New Traveler Requests.”

End of activity.
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Modifying New Traveler Requests

WAILIEMN |\ |odifying New Traveler Requests

» If the request is not approved, the Org Admin receives an email from OFM w ith
comments explainingw hy the request was rejected.

Organization Administrators can then modify the request based upon OFM's comments
and resubmit the request.

Oracle Workflow Wotification (FYT)

Exam ple Of e ma iI from 0 FM Iistin g reasons OFM Rejected the following Personnel and the reasonis :
- This is a test reject
for not accepting the requested traveler ?

Record Type : New Record

First Marme RICETY

Last Name TRAVELER
Middle Mame

Employee Mumber HO0003754
Social Security Number : 111-11-828%
Person Type INTERVIEWEES
Email Address

Address Line 1 123 BIG STREET
Address Line 2

Address Line 3

City BETHESDA
State MD

Zip Code

Country Us

Preparer Comments
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Modifying New Traveler Requests

NIH Baltimore Patient Entry User
N > Enter Person

Enter Person

NIH Phoenix Patient Entry User
N > Enter Person

Enter Person

NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Marme
First
Middle
Title

Identifier Gender

MNumber - ®hilale ®Female

Emplayment Dates (NI EONE] — T

Personal Information
Birth Date || GG Email
il _ YWark Telephone

1. Select the Find E button from the applications toolbar.

Result: The Find Employees window is displayed.
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% Find Employees

Full Mame

Murmhber

SECUty

Location

Supervisor 4}

2. Enter the search criteria as described below:

Field Description
Full Name Select the person's full name from the LOV
Number Enter the employee number or select it from the LOV.
Social Security Enter the person's social security number or select it from
the LOV.
Location Enter the person's location or select it from the LOV.
Supervisor The NIH currently does not use this field.

3. Select the Find button.

Result: The record is displayed.
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EEEnter Ferson

lame
First
Fiddle
Title

Identifier Gender

T BPO0003658 ale ® Femals ® Uinknown
= BT 125 22 5896

Ernployment Dates  REMILFIE — |

Personal Information

Birth Date Ermail
hitail Wark Telephane

4. Modify the information on the Enter Person window as necessary.
5. Save your work.
6. Select the More button.

Result: The Person Information window is displayed.
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rsan Information

REERS.JONES, JASPER A TS BPOD003658

Address

Styl'e
Address

Details

Type I Primary

Dates |18-JUN-2003 | [|_]

7. Place your cursor in the Address field.

Result: The Personal Address Information window is displayed.

tyle EI._J = International Addr
ELEE 1778 S STREET

Telephone2

8. Modify the traveler's address and telephone information as described below.
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Field Description
Address Style Defaults to United States (International)
Address Linel Enter the street address of the person
Address Line2 Enter additional street address information
Address Line3 Enter additional street address information
City Enter the city information
County Enter the county information
State Select the state information from the LOV
Zip Code Enter the zip code
Country Select a country from the LOV
Telephone Enter a telephone number for the person
Telephone?2 Enter an alternative telephone number for the person

9. Select the OK button.

Result: You are returned to the Person Information window.

ﬁ FPersan Information

PEN S JONES, JASPER A | P BPO0003656 |

Address

Style United States (International

Address |United States (International).1777 S STREET.APT 34. . WASHINGTON..DC.

Details

Type | I Primary

Dates [18-JUN-2003 l [J_]

10. Place your cursor in the Flexfield [] located within the Details block.

Result: The Additional Address Details window is displayed.
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11.

12.

% Additional Ado

O e D

In the Preparer Comments field, enter additional comments on this record.

Notes:

— Describe the changes made to the traveler record.

— The comments will be displayed in the email notification to OFM.

— If the person does not have a SSN, then request a pseudo SSN number in this field.
Select the OK button.

Result: The Additional Address Details window closes and you are returned to the Person
Information window.

If changes to the organization are required, goto task #13. Otherwise, goto task #15.

13.

14.

Select the Assignment tab.

E Fersan Infarmation

i JONES, JUSTIN A TS NNOD003660

Assignmernt

Assignment Murmber |NNODDD3660 Job |NHA
Position Supervisor
Organization |[gllg8aie |_ Billing Title

Accounting Information
Set Of Books iNATIONﬂL INSTITUTES OF F
Default Expense Account l '

Location Address

Location Style I

Address T
i B

Tab to the Organization field and use the LOV to locate the correct organization.
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15. Save your work.
16. Close the Person Information window.

Result: The Enter Person window is displayed.

EEEnter Person
Name
Last Marne
First
hiddle
Title:

Identifier Gender

Employee Murmber [a00IRT ] ala ® Fomala ® Linknown
12522 5896

Emplovrment Dates MBI
Personal Information
Birth Date Ermail

Itz Wark Telephone

End of activity.
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Adding Patient* Travelers to the NBS

Adding a
Patient
Traveler

=

Medical information

System feeds

patients information

into Patient

Admissions and TMC

v
Selected Clinica
Center SCC) staff
enter the patients
informationinto
Oracle HR

Automatc process

popuates Oracle ~ 1

supplier tables

v

Automatc process

popuates NBS Travel
System ‘T ravelel"Q\z

tables

Tip: Manual
Running of
this Proce ss

Selected Clinical Center staff
may also run this report manually
as well as runthe Oracle Apps
report. Butthe overall fow must
remain in order; populate Oracle
vendor tables first, then the NBS

* This process applies to Bethesda Patients only.

Traveler Added
to the NBS

Reviewand

Approval
z Travel
System

Org Admin runs (or Travelers trip may
receives fomscc now be enteredinto ﬂé_
staff)the Oracle Apps > the NBS Travel (
report highlighing System

which Travelers have

beenadded

b

Org Admin accesses
GTMAdminmodue
and assigns roufing
list to traveler and
completes traveler
profile as necessary

Clinical Center Organization
Administrators may run this report
manually. But the overll flow must
remain in orcder; populate Oracle vendor
tables first, thenthe NBS Travel System
“Traveler’ ables.

Tip: Manual
Running of
this Proce ss

Travel System “Traveler’ tables.
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Other Topics Regarding Travelers

WAL Other Topics Regarding Travelers

> Need to update/change a Non NIH-Affiliated Traveler record?
= Access the Enter Person form in Oracle
= Search for the Traveler
= Update the record and save it

> Is a Non NIH-Affiliate now an NIH-Affiliated Traveler
= Add the traveler to NED

= Add the traveler's NIH-Affiliated record to your Group Members and
assign his/her new record to a Routing List

= Remove the Non NIH-Affiliated record from your Group Members
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New Travelers

New Travelers

February, 2004
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Lesson Objectives

WAILIEM | osson Objectives

At the end of this lesson you should be able to:

» Submit the New Traveler Addition Audit Report.

» Enter a New Non-NIH Affiliated Traveler Request.
» Modify a New Non-NIH Affiliated Traveler Request.
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Adding Travelers to the NBS Travel System

"¢ @@nbrss. Adding Travelers to the NBS Travel
R i e -, S Stem

NIH-Affiliated Travelers

NIH Employees, Fellows, Consultants, and Contractors

Non NIH-Affiliated Travelers

Guest Speakers, Interviewees, Advisory Committee Members, and all
other travelers without ability to electronically sign documents

» The Oracle Application will be used to identify new NIH-
Affiliated Travelers and to request the addition of Non-NIH
Affiliated Travelers.
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Accessing Oracle via the NIH Portal

WIS M A\ ccessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov
= ToLog on use your:

- NIH Domain
- User Name
- Password
For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides
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Logging into the NBS Financial Applications

"¢ @@nbrss. Logging into the NBS Financial
R i e -, A . . Iications

To launch the NBS Financial Applications, select the appropriate link.

NBRSS Application Launcher

Click here to enter the MBS Finance

L|Ve app|IC2tI0n ﬁ ¥ Production

"Live" environment for OFM and
Budget usears,

Click here to .enterthe P+ Sandbox
practice environment Practice enviranment for OFM and

Budget users. Requests and entries
will MOT be processzed,

Click here to enter the P » Training
training environment For training class use only,

General User Guidelines
HBS Rules Of Behawvior

Use the Production link to enter the live environment. Only use this link if you are
going to perform real work in the system. You should not “practice” here.

Use the Sandbox link to enter a practice environment. This environment was created
to allow you to practice your skills outside the training classroom. The information
entered here will not affect the financial reporting of the NIH.

Use the Training link to enter the oracle application for use during training classes. Do
not use this link if you are not in an instructor led class.

If you have never logged into Oracle before it will be necessary to install the
JINITIATOR prior to logging in. The instructions for doing so follow. Otherwise you may
go directly to the section titled "Accessing the Oracle Application" to log in.
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Oracle JINITIATOR Installation Instructions

Before you begin:

This document contains instructions for installing Oracle JInitiator using Internet Explorer.
NOTE: Internet Explorer is the recommended browser for the NBS.

If you have questions or need assistance, please contact your local IT representative, or the NIH
Help Desk (301-496-4357).

1. Open Microsoft Internet Explorer (IE).

2. Inthe IE window select Internet Options from the Tools menu.

=

Internet Options

General | Security | Privacy | Content | Cormections | Programs | Advanced

Home page
% YYou can change which page to use for vour harme page.
Addiess: kbp: e nib, gov)|

’ |Uze Current ] [ Uze Default ] [ Uze Blank

Temporary Internet files

< Pages vou view on the [nteret are stored in a special folder
@ Y for quick viewing later.

[Delete Eook_ies...] [ Delete Files... ] [ Settings...

Higton

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

[ays to keep pages in history: 20 0% Clear History

’ Calors. .. ] ’ Fants... ] ’ Languages. .. ] [Acc;ssibility...]

I Ok H Cancel ]

3. In the Internet Options window, select the Security tab.
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Internet Options

Genelall Security |F'livac_l,l Content | Connections | Programs | Advanced

Select a'Web content zone to specify itz security zettings.

® @ 0 @

ruh-nn-f Local intranet  Trusted sites Reshicted
sites

Internet

Thiz zone containg all'wWeb zsites pou

haven't placed in other zones
Security level for this zone

Custom
Custom settings.
- To change the settings. click Custom Level.
- Tao use the recommended settings, click Default Level

’ Custom Level... ] [ Diefault Lewvel ]

I 0K H Cancel ]

4. Select Custom Level button.

3

Security Settings
Setkings:
@ A controls and plug-ins -3

] Download sigred Activel controls

Disable =
Enabla
Prompk

@ Daownload unsigned ActivelX cantrols

Disable
Enabla
Prompk

@ Initialize and script Active controls nok marked as safe

Disable
Enabla
F‘rompt

e Ak ele mmd b e e

£

|~

Reset custom sekkings

Reset bo | Medium vl[ Reset ]

[ o4 l[ Cancel ]

5. Inthe Security Settings window, click the Enable button next to the following settings:
— Download signed ActiveX controls
— Download unsigned ActiveX controls
— Initialize and script ActiveX controls not marked as safe
— Run ActiveX controls and plug-ins
— Scripts ActiveX controls marked safe for scripting
— Downloads > File download
— Downloads > Font download
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— Microsoft VM > Java permissions > Low safety

— Miscellaneous > Access data sources across domains

— Miscellaneous > Allow META REFRESH

— Miscellaneous > Display mixed content

— Miscellaneous > Don’t prompt for client certificate selection when no certificates or
only one certificate exists

— Miscellaneous > Drag and drop or copy and paste files

— Miscellaneous > Installation of desktop items

— Miscellaneous > Launching programs and files in an [FRAME

— Miscellaneous > Navigate sub-frames across different domains

— Software channel permissions

— Submit nonencrypted form data

— Userdata persistence

— Scripting > Active scripting

— Scripting > Allow paste operations via script

— Scripting > Scripting of Java applets

-

Security Settings

Setkings:

Disable A
Enable
Prompk

Scripting of Java applets

Disable
Enable
Prompk

User Authentication

!ﬁ Logon
<

Automatic logon with current username and passim

Anonymous logon
Autarnatic lagan only in Intranet zone
Prompt For user name and password

W

Reset cuskam setkings

e I

[ [l 4 l[ Cancel ]

6. Change the Reset custom settings to Low.

7. Click the OK button.

warningt x|
& Are vou sure you want ko change the security settings For this zone?
Yes | Mo I

8. Click the Yes button.
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=

Internet Options

| Genelall Security | Privcacy || Content || Connections || Frograms || Advanced|

Select a*web content zone to specify its security settings.

® @ 0 &

.t Local intranet  Trusted sites Resticted
zites

Internet

This zone containg all'Web sites pou Sites

haven't placed in other zones i
Security level for this zone

Custom
Custom settings.
- To change the settings, click Custom Level.
- To uze the recommended zettings, click Default Level,

’ LCustom Level . ] [ Default Level ]

I Ok, ” Cancel ] Apply

9. Click the OK button to exit.

NIH Login

ﬂ Select yaur domaln: I R 7| which domain should | seled?

a User name: |

Pagswond: |

“hange Password

Warnimg Notice

This is a LS, Govermment compuier systern, which may be accessed and used only for authorized Government business by
authorzed personnel. Unauthonzed access of use ofthis computer system may sublect wolators 1o crminal, cidl, andior
adrminisralive aclion.

Al information on this computer system may be inlercepted, recordad, read, copled, and disclosed by and to authorzed
parsannel for oficial purposas, including criminal irvestigations. Such informabion includes sansitive data encrmled 10 comply
with coniidentiality and privacy requiraments. Access oruse of this compuler system by any person, whether authorized or
unauthorized, constiuies consent to these terms, There 15 no right of privacy in this system,

Plasse a-mail quastions ar cammants ba taee@nibh.gou ar call AI0L-594-6243

P .5 M,

[Eloene R = T

| LI
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10. In the IE browser window that is open on your desktop, log in to the NIH Portal:
http://my.nih.gov with the same Domain, User name and Password you use to log in to your
workstation computer.

11. Go to the Budget/Finance Community on the NIH Portal.

If you need to add the Budget and Finance Community, goto task #12. Otherwise, goto task
#13.

12. To add the Budget/Finance Community to your NIH Portal page:
— Select the Communities tab in the top left portion of the NIH Portal screen.
— Select Edit Your Memberships from the drop down menu.
— Select the NBRSS folder (near the middle of the screen).
— Select the checkbox for the NBRSS Budget/Finance community.
— Select Add to My Memberships.
— In the top right portion of the same screen, select Finish.

13. To access the NBRSS Budget/Finance community page, select the Communities tab and
select NBRSS Budget/Finance from the drop down menu.

14. In the NBRSS Application Launcher section of the community page, select the Production
link to access Oracle.

15. Under Applications, select a responsibility.

Result: JInitiator will download files from the server to the client.

InstallShield Self-extracting EXE

16. Select the Yes button.
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Welcome f5__<|

“Welcome to the Oracle Jinitiator 1.1.8.16 Setup program. T his
pragran wWill install Qracle Jinitiator 1.7.8.16 on your camputer.

It iz strongly recommended that you exit all \Windows programs
befare minning thiz Setup progran.

Click Cancel ta quit Setup and then cloze any programs pou have
running. Chick Mest to continue with the Setup program.

WARNIMG: Thiz program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of thiz progran, or anp
portion of it, may result in severe civil and ciminal penaltiez, and
will be prozecuted to the masimum extent possible under law.

17. Select Next on the Welcome screen.

Choose Destination Location

Setup will install Dracle Jinitiator 1.1.8.16 in the following directany,

Toinztall to this directory, click Mest.

Toinstall to a different directary, click Browse and select another
directory.

You can chooze not ta install Oracle Jinitiator 1.1.8.16 by clicking
Cancel to exit Setup,

Destination Directory

C:\Program FilezhOracleInitiator 1.1.8.16 Browse...

< Back

Cancel |

18. Select Next in the Choose Destination Location window.

Installation Complete

Oracle Jnitiator installation is complete. IF you are using Metscape as vour web browser,
wou will need to close and restart Metscape before using JInitiator,

19. Click OK once installation is complete.

Result: You are now logged into Oracle with the responsibility you selected earlier in these
instructions.
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After Installation

20. To reset your IE browser defaults go to the Microsoft Internet Explorer window that is open
on your desktop.

Internet Options

General |Securit_l,l Privacy | Content | Connections | Programs | Advanced

Home page
% You can change which page to uze for vour home page.
Address: |

’ Uze Current ] [ Usze Default ] [ Uze Blank ]

Temporary Internet files

< Pages vou view on the Internet are stored in a special folder
@& Y for quick viewing later.

[Delele Eook_ies...] [ Delete Files... ] [ Settings...

Hiztam

The History folder contains links to pages you've visited, for
quick access ta recently viewed pages.

Days ta keep pages in histony: Clear History

’ Colors... ] ’ Fonts... ] ’ Languages... ] l.-’-‘«c:c:gssibility...]

I 0K H Cancel ]

21. Inthe IE window select Internet Options from the Tools menu.

22. Select Security tab.

@

—_— .-1
Internet Options |2| [g|

Genelall Security |F'livac_l,l Content | Connections | Programs | Advanced

Select a'Web content zone to specify itz security zettings.

® © 0 @

Local intranet  Trusted sites Reshicted
sites

Internet

Thiz zone containg all'wWeb zsites pou

haven't placed in other zones
Security level for this zone

Custom
Custom settings.
- To change the settings. click Custom Level.
- Tao use the recommended settings, click Default Level

’ Custom Level... ] [ Diefault Lewvel ]

I 0K H Cancel ]
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23. Select Default Level button.
24. Click Apply.

25. Click OK.
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Accessing the Oracle Application

Organization Administrator
N> http://my.nih.gov
NIH Portal

1. Enter the NIH Portal using the web address of your Internet browser.

File Edit V“iew Fawaorites Taools Help

Back - = - ) ﬁ| @ search [EFavorites §fMeda (4 | By & - hH 2D

Address I&j https:,i,l’n\hssoweb.nih.gov,l’siteminderagent)’sso,l’nih,l’login.Fcc?T\r'PE=335544SS&REALMOID=06-?29893bc-5cc7-45ad-a133-9F8aFbedeab7&GUID=&SMAUTHREASON=D&METH(j @Go

NIH Login

© Selectyour domain: [NIH =] which domain should 1 selacts

(2] User name: |pau|sa

Password: I Change Password

Warning Notice

This is a LS. Government computer system, which may be accessed and used only for authorized Government business by authorized personnel. Unauthorized access or use of
this camputer systerm may subject vialators to criminal, civil, andfar administrative action.

All infarmation on this computer system may be intercepted, recarded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such infarmation includes sensitive data encrypted to comply with confidentiality and privacy reguirements. Access or use of this caomputer system by any persan,
whether authorized or unauthorized, constitutes consent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nib.gow or call 301-594-6248

B\CIT ‘&

2. Complete the NIH Login Information:
* Select your Domain from the drop down menu.
* Enter your User name.
* Enter your Password.
* Select Log in.
Note: Your domain, user name and password are the same information you use to log on to

your computer workstations. If you need assistance logging in to the NIH Portal or do not
know your domain, user name or password, contact TASC at 301.496-4357.
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crosoft Internet Explorer

Favorites  Tools  Help

P Back - = - @ ) | QSearch (] Favarites @Med\a @l %- =] @ @ & ]

Address [{€] https: iy nib.govininfmypags mypage. spilserD=1302657

Welcome NIHpaulsal Pol t Name | C Gadgets | C ut | Logoff . February 16

MY PAGES ; : Document search [

Search Dptions:

Edit Your Memberships
Weather T

Portal Training Tour

Hurnan Resources

How NIH Portal?
to take the tour

(Requires Macromedia Flash Player}

Getthe 10 day
MERSS Fin
MBRSS Travel Users

Follen Reports
Airport Delays

e
Special Events| "

NIH Shuttle Schedule DFF[H
Portal Information
Center

| T
= Bldg. 314 - Democra -
m Enter city'zip @ M From: I q J To: I oy J
o o Download Deddop eather -.-O_-; |i € Marning % aftemoon Show Schedule
e |

Information for Employvees =TT

fo fo I NIH Calendar of Events oF Y Eat [w
Information for Employees =
R —— @ NIH Calendar of Events (Yellow Sheet) Tmi# _
ABCDEFGHI JKLM There are no events scheduled for that match the preferences you specified
NOPQRSTUYWXYZ

My Travel Documents = [¥ ¥ [Edit [

Search for a topic:

Search =3 Following documents are awaiting your action:

Document Departure Status

Search for an employee: No Documents Found

Search
Read Only Documents:

Document Departure Status
Phat's New aLNIH Authorization TR9659 10023/2003 APPROVED View
This gadget is currently being updated.
NIH Record =F[T
NIH RECORDT _Search |
February 3. 2004 - Vol LV, Mo. 3 Archives Deadlines ;I
[fnibfcommunitiesfcommunity., asp?lserID=130Z657&CommunityID=3168intCurrentPagelndex=0 ’_ l_ ré_ ) Internet

3.  From the Communities pull down menu at the top of the page, select NBRSS
Budget/Finance*.

* To add the Budget/Finance Community:
— Select the Communities tab.
— Select Edit Your Memberships.
— Select the NBRSS folder.
— Select the checkbox for NBRSS Budget/Finance.
— Select Add to my Memberships.
— Click Finish.
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Welcome NIH paulsa! ings i Thu o4 @ HELP

COMMUNITIES = . e P —
o : :

[ MBRSS Travel Users Community ]

Community Leader Welcome to the NBRSS Travel Users Community Per Diem Rates

For gquestions ahout this community Domestic (
contact Welcome to the GSA BT
MBS M t Cent H =
e Menagerment Center Travel Users Community

Overseas (Includes
US County L ooku

hibhelpdeskiimail.nik. oy

¥ Keep up with the latest with travel-related news and infarmation

MBRSS Application Launcher Community Alerts

NBS Travel ; ;
v Production mm;;rmrm?ﬂmmm?& Feb 122004, 440 FMEST

i Blat : , : ® MIH Travel Manual

"'I-i"'e" enviranrment for Tdra'-'e' Due to production updates and maintenance requirernents, there will be a Manusl Chapter 1

Flanners, Reviewers, and Approvers. scheduled outage ofthe MBS Travel (Geleo) and Finance (Oracle) Systems to detetrnine NIH'

» Sandho from 3:00 FM Saturday, February 14 until 7:00 AM Monday, February 16. As a Eorazftifts ‘le'f;"f'

Practice environment, Travel result, the Production Systern will not be availahle. Please notify your staff ’ |

documents will NOT be processed, mermbers who may be affected by this systern outage. We apologize for any . W

» Training incorvenience this may cause vou. Ifyou have ary guestions, please contact P e

For training class use only, the MIH Help Desk at (301) 486-HELP or send an email to defined within the

=mailtochelpdesk@mail nik.gows applicable to all &

General Users Security Guidelines ® Federal Travel Rer

R The FTR offers th
MBS Rules Of Behawior Currency Converter & geuiden:eser;ppn

traveling in an off

Canvert I] IUS Diallar j Ternparary Duty, |
HBS Travel System Support I of Station, Pay?
4 3

4. From the NBRSS Budget/Finance Community, select the NBS Finance Production link in
the NBRSS Application Launcher section in the top left corner.

Result: Oracle Applications launches.

3 https:/ /nbrssprod.cit.nih.go¥:8022/pls/al 58trng/OracleMyPage home?home_url= - Micrasoft Internet Explorer = s |5|

File Edit Wew Favorites Tooks Help |-

daBack » = - ) o3 | Qhsearch [GFavarites  Media ®| - S = (5 |
AddrassI@https:Hnbrssprod.cit.nih.gov:8022,|’p\s,|’alsﬂtrng;’OracleMyPage.home?home_ur|= j @Go Links **

Welcome APTRAVELT | 27 % -3 ORACLE®

Applications

Ilain Menu

#

3) [

MIH Cash Management GTA User
2 MIH Payables User

5. Select the responsibility that you want to access.

Result: The Oracle J-Initiator window appears followed by the Oracle Applications
window.

End of activity.
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Selecting a Responsibility

STy e . T
RA L LMl Sclecting a Responsibility

» The first window that is displayed is your welcome page.
» Click on the responsibility link to access the application.

Zjhttps://nbrssprod.cit.nih.gov:8023/pls/a158t2c3/OracleMyPage Home?validate_flag=¥ - Microsoft Internet Explorer

File Edit Wwiew Favortes Tools Help
Gback - =& - 4| Disearch GElFavortes vedia (3 | By S = 5 @

Address I@ https://nbrssprod.cit, nib.goy: 8023/pls/al56t2c3fOraceMyPage Home v alidate_flag=Y j @Gu |L|nls 4

Welcome Demo User (CIT/MIH) | 7 & -3 ORA

Main Menu

e MIH General Ledger User
2 pIH Payables User
(}?«' NIH Receivables Receipt Entr

Responsibility

Selecting a Responsibility

Once you have used the logon form to begin the logon process, you must tell the
system what type of access you will be using. A responsibility is a set of data, menus,
and forms that defines your particular level of authority while using the system.

Responsibility Assignments

The Organization Administrator will use the following responsibilities depending on the
type of user being added:

NIH Non Affiliates Entry User -- for Non NIH Affiliated travelers
NIH Baltimore Patient Entry User -- for Baltimore Patient travelers
NIH Phoenix Patient Entry User -- for Phoenix Patient travelers

Each user has at least one responsibility and several users can share the same
responsibility. If you have only one responsibility with one function, and only one region
on your Personal Homepage, you will go directly to that function. If you have multiple
responsibilities, select the underlined link in the Application section to select the desired
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responsibility. Once you click on the link, you will have an opportunity to change
responsibilities, if necessary.
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NIH Non Affiliates Responsibility

WIS NIH Non Affiliates Responsibility

» All Organization Administrators will see the screen below for the NIH
Non Affiliates Responsibility
= Select Enter Person to requesta new Non NIH-Affiliated traveler or to
modify a current record
= Select Other to Run the New Traveler Addition Audit Report

Enter Person

Top Ten List

+ Other

el Lo le

New Travelers
Chapter 4 - Page 67



How to Use the Step by Step Instructions

W3 M How to Use the Step by Step Instructions

» Navigation Boxes within the step-by-step instructions describe how to
get to the appropriate screen in Oracle to perform the task

NIH Non Affiliates Entry User Oracle Responsibility
N > Enter Person < Navigation Path

Enter Person < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.
Welcome NONNIHAFF1 | 7 & 4,

Nawigate ReSpOhSibilit

@

MIH Mon Affiliates Entry User
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Identifier
Er

Emp

Personal Informa

Saweicon
Close Form icon

i 111-11-8689

Birth

OEwrrms = D

Org Admin - Oracle Window Basics

NNO0003754

25-.JUL-2003

Gender

LOV (List of Values) icon: If you select a field
and the LOV icon appears to the right of the
field, that means a list of acceptable input values
is available. When you sel ect the LOV icon to
displaya list, the values appear in a window with
aftitle that describes the contents.

Field Colors

Description @ttibutesof the field)

Field Color

White

Allows data entry

White w/ green text

Indicates drill-down capability

Beige

Requires data entry

Gray w/ black text

Display only

Blue

Indicate fields to use in Query Enter mode

Block Ablock is just anamed bor dered
section within a window (e.g. Gender block).

Flexield: Opens aseparate window that
contains customized NIH-specific selection
information (e.g. Additional Personal Details
window for entering Employee Type).

Shortcut Keys in Or:

Function/Pu rpose

cle

Key

Clear Form

F8

Clear Record

F6
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F11

Execute Query

Ctrl+ F11

Exit

F4




Field Colors in Oracle

waUEM Ficld Colors in Oracle

» Field colors indicate the attributes of the field.

Field Color Description

White Allow data entry

White with Green Text | |ndicate drill-down capability

Yellow Require data entry

Gray with black text Are display only

What Field Colors Indicate

Each block contains fields you use to enter, view, update, or delete information. A field
prompt describes each field by telling you what kind of information appears in the field
or what kind of information you should enter in the field. Fields are color coded to
indicate their type as follows:

White Fields—allow data entry

White Fields with Green Text—indicate drill-down capability
Yellow Fields—require data entry

Gray Fields with Black Text—are display-only

Blue Fields—indicate fields to use in Query-Enter mode

The term field generally refers to a text field, an area in a window that either displays
data or allows you to enter data. However, a field can also include a button, check box,
option group, or poplist.
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New Traveler Addition Audit Report

WIS New Traveler Addition Audit Report

NIH-Affiliated Travelers

NIH Employees, Fellows, Consultants, and Contractors

» The NIH Enterprise Directory (NED) and Human Resource Data Base
(HRDB) systems automatically transfer new Traveler data to the NBS
every two weeks*

» Run the New Traveler Addition Audit Report in Oracle

= |dentifies new NIH-Affiliated Travelers that have been added to the system

» The Organization Administrator (Org Admin) completes the Traveler
Profile in the GTM Admin 8.1 Module, as necessary
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Adding NIH-AffiliatedTravelers to the NBS

Adding a
Traveler

=S

Current NIHprocess
for inputting affiliates
intoNED

NED feeds Oracle HR
nightly

Oracle HR feeds NBS
Travel System (Gelco)

Organization
Administrator

NBS =

Org Admin runs the
Oracle Apps report
highlighting which
Travelers have been
added

Org Admin accesses
GTMAdminmodue
and assigns roufing
list to traveler and
completes traveler
profile as necessary

Tip: W ho is
includedin
this process ?

Traveler Added
to the NBS

Travel
System

Travelers trip may
now be enteredinto

e P the NBS Travel €
System

The above process is for the folowing groups:
-FTEs

-Fellows

-Consultants

- Advisory Committee Members
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Submitting the New Traveler Addition Audit Report
NIH Non Affiliates Entry User

N > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

This ““]-'IIII-J“tIII submit an individual reguest,

® Request Set
This you to submit & pre-defined set of

1. Select the OK button.

Result: The Submit Request window is displayed.
2. Click on the LOV in the Name field and select NIHTM New Traveler Addition Report.

Result: The Parameters window is displayed.

&= Parameters

Start Date i
I~

End Date

3. Inthe Organization ID field, select the organization from the LOV for which you would
like the report to be run.

Note: If you would like all new entries to be displayed, select HN.

4. Tab to the Start Date field and enter the date from which you would like to review the
entries.
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Note: The date format DD-MMM-YYYY must be followed.

5. Tab to the End Date field and enter the date to which you would like to review the entries.

Note: The date format DD-MMM-YYYY must be followed.

Example: Below is an example completed parameters window.

== Par

ization d fgll
Start Date
End Date

6. Select the OK button.

7. Select the Submit button.

Result: The Requests window is displayed.

E Rer

Refresh Data Find Requests

Reguest 1D

| 113173 |0 NewTraueIerﬂdd! N

|112758

Mame

NIHTM Mew Traveler Add

Parent

Cnmpleted

HM MIH RATIONAL

D

Submit a New Request...

Farameters
1833, 01-JUN-2003, 15-JUN-2003
1833, 01-JUN-2003, 09_-JUN-2003

112666

RX-only: Receipt Registe | 112665 th_mplet'ed

1[":"]']93! 1[":|[|ﬂl]3!s EEEEE R R RS RS B R R R ]

L 12665

Receipt Register

th_mplet'ed

SUBMIT, AR, RXARRCRG, 162, DEF 7

| 1112633

Recurring Invoice Progra

th_mplet'ed

112632

Recurring Invoice Progra

ti:_mplet'ed

| |112631

Recurring Invoice Progra

ti:_mplet'ed

| |112630

Recurring Invoice Progra

ti:_mplet'ed

8. Select the Refresh Data button until the Phase is completed.

9. Select the View Qutput button to view the report.
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End of activity.
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Adding Travelers to NBS Travel System

WM \dding Travelers to NBS Travel System

Non NIH-Affiliated Travelers

Guest Speakers, Interviewees, Advisory Committee Members, and all
other travelers without ability to electronically sign documents

» Similar to the EIN Request process used with the ADB.

» Requests to have Non NIH-Affiliated Travelers added to the system
are forwarded to a central point of contact at each IC. When the
NBS deploys, this will be an Organization Administrator (Org Admin)
at the IC.

» The Org Admin completes an online Oracle form and forwards it to
OFM.

» OFM reviews the form.

» Email notification of approval or rejection is sent to the requestor.

» Upon approval, the traveler is added to the vendor database in
Oracle and to the NBS Travel System database.

» The Org Admin then completes the traveler profile in the NBS Travel
System.

Organization Administrators will process requests for entering a new Non NIH-Affiliated
traveler into the system and submit them to OFM. However, each IC will have to
establish their process for generating and submitting these requests to the Organization
Administrators.

Organization Administrators will complete an Oracle form as described in the next few
pages. This form feeds the Oracle HR personal data screen but not the ACH portion.
ICs must submit the ACH form (a paper document filled out by the traveler's bank)
directly to the Government Accounting Office. When the ACH form arrives at this final
destination, the OFM staff member will then access the traveler's data screen in Oracle,
review the data that was entered by the Organization Administrator, and add the ACH
on an appending screen. No Travel documents can be prepared without the ACH in
place.
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Adding Non NIH-Affiliated“Travelers to the NBS

Traveler Added

to the NBS
Travel

System

Travelers trip may

now be enteredinto

the NBS Travel ﬁ’

System

Request to Office of Organization
A A >
Add a Financial g Administratar
Traveler &.’ Management
(OFM)
Organization Y 2 Traveler is
Administator "\ OFM YES automatically added
informed of rew e approves e P OracleHR, vendor
Traveler addifon request? tables, and the NBS
request
; NO v
Org Adminenters new . .
Org Admin receives
t | t i
i[\affr}n(:tirgr?ijri Org Admin ) email nofification
automatically receives indcating request
Oracle HR emal notficafion acceptance
from OFM indicating
Qracle processes request not accepted *
information and including commerts Org Admin accesses
auto_mancally ---------- with a reason for he GTMAdminmodue
emails fom to OFM rejection and assigns routing
for review list to traveler and
completes traveler
profie as necessary
Organizafion
Administator
updates the
rejected record
in Oracle
The above process is for the fdlowing groups:
Tip: Who is -Non NIHAffiiated Travelers Tip: Who is
includedin (e.g., interview ees, guest speakers) includedin

this process ?

-Baltimore and Phoenix patients
-NIH Enployees without email access

this process ?

An optiond form for cgoturing Non NIH-
Affiliated Traveler information is available
on the NBRSS Travel Users Community
page of the NIH Portal. This may be
conpleted by the requestor and then
forwarded to the Organization
Administator forprocessing.
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Entering a New Non-NIH Affiliated Traveler Request

NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Mame
First
hiddle
Title

Identifier Gender

Em Jumhber - ®hiale ®Famale O Lnknownh

=N 18- JUN 2003 —

Personal Information

Birth Date Ermail
haail Wark Telephone
[l

1. Enter the traveler's last name in the Last Name field.
2. Tab to the First field and enter the traveler's first name.

Result: The Employee Number field will be populated with a value beginning with "NN".

3. In the Social Security number field enter the individual’s social security number.
— Note: Ifno social security number is available, leave the field blank and enter a
comment in the flexfield to the right of the Details box that states “Please assign a
temporary ‘filler’ SSN.” The Details box is documented below (Step 13).

4. In the Gender block, select the gender of the traveler.
5. Enter the following in the Personal Information block:

Note: These fields are optional.
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Field Description

Birth Date Enter the traveler's birth date

Mail Select Home or Office from the LOV
E-mail Enter the traveler's email address

Work Telephone Number Enter the traveler's work telephone number

6. Place your cursor in the Flexfield [].

Result: The Additional Person Details window is displayed.

% Additional Personal Details

Empioyes Type |

7. In the Employee Type ficld, use the LOV to select the appropriate type of traveler.

Example: Below is a sample completed flexfield.

% Additional Personal Details

SRR INTERVIEVWEES Intervieweaes

8. Select the OK button.

Result: The Additional Personal Details window closes and you are returned to the Enter
Person window.
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B Enter Person

Name

First
hiddle

Title

Identifier Gender

Erployee NMumber NNDDDD3660 ® Female ® Lnknown

I

Emplayrment Dates

Personal Information

Birth Date Ermail
haail Wark Telephone

9. Save your changes.

Note: You must save the record before proceeding to the next step or the system will stop
you.

10. Select the More button.

Result: The Person Information window is displayed.
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E FPersaon Infarmation

HEERJONES, JUSTIN A S NNO 0003660

=il Inited States {Internation:§g
Address

Details

Type I Primary

Dates |18-JUN-2003 | Ll

11. Place your cursor in the Address field.

Result: The Personal Address Information window is displayed.

fle |United States (International S International Addres

Sl United States

Telephone

Telephone

12. Enter the traveler's address and telephone information as described below.
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Field Name Description

Address Style Defaults to United States (International). Do not change.
Address Linel Enter the street address of the person.

Address Line2 Enter additional street address information.

Address Line3 Enter additional street address information.

City Enter the city information

County Enter the county information

State Select the state information from the LOV.

Zip Code Enter the zip code

Country Select a country from the LOV.

Telephone Enter a telephone number for the person.

Telephone?2 Enter an alternative telephone number for the person.

Example: Below is a sample completed Personal Address Information form.

g== Personal Address Information

US International Add

13. Select the OK button.

Result: You are returned to the Person Information window.
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E Fersan Infarmation

i JONES, JUSTIN A TS NNOD003660

Address

Style lUnited States (International)
Address lUnited States ilnternatiunal}.ﬂ?? S STREET NW.APT 34. WASHINGTON..

Details

Type | |_ I Primary
Dates |18-JUN-2003 | [|_]

Note: To enter any additional information about this traveler, use the flexfield located on the
right side of the Details box.

BZ Additional Address Details

Preparer Comments ([

Result: The Additional Address Details window is displayed. Enter the comments in the
Preparer’s Comments field. When finished, select the OK button.

Result: The Additional Address Details window closes and you are returned to the Person
Information window.

14. Select the Assignment tab.
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i JONES, JUSTIN A TS NNOD003660

Assignmernt

Assignment Murmber |NNODDD3660 Job |NHA
Position Supervisor
Organization |[gllg8aie |_ Billing Title

Accounting Information
Set Of Books iNATIONﬂL INSTITUTES OF F
Default Expense Account l '

Location Address

Location Style I

Address T
i B

15. Tab to the Organization field and use the LOV to locate the correct organization.
16. Save your work.
17. Close the Person Information window.

Result: The Enter Person window is displayed.
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EEEnter Person
Name
Last Mame
First
hiddle

Title

Identifier Gender

Ermplo T2 | MNODDD3GR60 : ®Famale ® Lnknown

Curity

Emplovment Dates MBI
Personal Information

Birth Date Email

haail Wark Telephone

What if you get a Rejected Request?

Read and understand the reason for the rejections. Then modify the existing record in Oracle
with the requested information and resubmit as an updated record. Do NOT create a new record
for the person. For assistance with modifying an existing record refer to the Student Guide
chapter on “Modifying New Traveler Requests.”

End of activity.
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Modifying New Traveler Requests

WAILIEMN |\ |odifying New Traveler Requests

» If the request is not approved, the Org Admin receives an email from OFM w ith
comments explainingw hy the request was rejected.

Organization Administrators can then modify the request based upon OFM's comments
and resubmit the request.

Oracle Workflow Wotification (FYT)

Exam ple Of e ma iI from 0 FM Iistin g reasons OFM Rejected the following Personnel and the reasonis :
- This is a test reject
for not accepting the requested traveler ?

Record Type : New Record

First Marme RICETY

Last Name TRAVELER
Middle Mame

Employee Mumber HO0003754
Social Security Number : 111-11-828%
Person Type INTERVIEWEES
Email Address

Address Line 1 123 BIG STREET
Address Line 2

Address Line 3

City BETHESDA
State MD

Zip Code

Country Us

Preparer Comments
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Modifying New Traveler Requests

NIH Baltimore Patient Entry User
N > Enter Person

Enter Person

NIH Phoenix Patient Entry User
N > Enter Person

Enter Person

NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Marme
First
Middle
Title

Identifier Gender

MNumber - ®hilale ®Female

Emplayment Dates (NI EONE] — T

Personal Information
Birth Date || GG Email
il _ YWark Telephone

1. Select the Find E button from the applications toolbar.

Result: The Find Employees window is displayed.

New Travelers
Chapter 4 - Page 87



% Find Employees

Full Mame

Murmhber

SECUty

Location

Supervisor 4}

2. Enter the search criteria as described below:

Field Description
Full Name Select the person's full name from the LOV
Number Enter the employee number or select it from the LOV.
Social Security Enter the person's social security number or select it from
the LOV.
Location Enter the person's location or select it from the LOV.
Supervisor The NIH currently does not use this field.

3. Select the Find button.

Result: The record is displayed.
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EEEnter Ferson

lame
First
Fiddle
Title

Identifier Gender

T BPO0003658 ale ® Femals ® Uinknown
= BT 125 22 5896

Ernployment Dates  REMILFIE — |

Personal Information

Birth Date Ermail
hitail Wark Telephane

4. Modify the information on the Enter Person window as necessary.
5. Save your work.
6. Select the More button.

Result: The Person Information window is displayed.
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rsan Information

REERS.JONES, JASPER A TS BPOD003658

Address

Styl'e
Address

Details

Type I Primary

Dates |18-JUN-2003 | [|_]

7. Place your cursor in the Address field.

Result: The Personal Address Information window is displayed.

tyle EI._J = International Addr
ELEE 1778 S STREET

Telephone2

8. Modify the traveler's address and telephone information as described below.
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Field Description
Address Style Defaults to United States (International)
Address Linel Enter the street address of the person
Address Line2 Enter additional street address information
Address Line3 Enter additional street address information
City Enter the city information
County Enter the county information
State Select the state information from the LOV
Zip Code Enter the zip code
Country Select a country from the LOV
Telephone Enter a telephone number for the person
Telephone?2 Enter an alternative telephone number for the person

9. Select the OK button.

Result: You are returned to the Person Information window.

ﬁ FPersan Information

PEN S JONES, JASPER A | P BPO0003656 |

Address

Style United States (International

Address |United States (International).1777 S STREET.APT 34. . WASHINGTON..DC.

Details

Type | I Primary

Dates [18-JUN-2003 l [J_]

10. Place your cursor in the Flexfield [] located within the Details block.

Result: The Additional Address Details window is displayed.
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11.

12.

% Additional Ado

O e D

In the Preparer Comments field, enter additional comments on this record.

Notes:

— Describe the changes made to the traveler record.

— The comments will be displayed in the email notification to OFM.

— If the person does not have a SSN, then request a pseudo SSN number in this field.
Select the OK button.

Result: The Additional Address Details window closes and you are returned to the Person
Information window.

If changes to the organization are required, goto task #13. Otherwise, goto task #15.

13.

14.

Select the Assignment tab.

E Fersan Infarmation

i JONES, JUSTIN A TS NNOD003660

Assignmernt

Assignment Murmber |NNODDD3660 Job |NHA
Position Supervisor
Organization |[gllg8aie |_ Billing Title

Accounting Information
Set Of Books iNATIONﬂL INSTITUTES OF F
Default Expense Account l '

Location Address

Location Style I

Address T
i B

Tab to the Organization field and use the LOV to locate the correct organization.
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15. Save your work.
16. Close the Person Information window.

Result: The Enter Person window is displayed.

EEEnter Person
Name
Last Marne
First
hiddle
Title:

Identifier Gender

Employee Murmber [a00IRT ] ala ® Fomala ® Linknown
12522 5896

Emplovrment Dates MBI
Personal Information
Birth Date Ermail

Itz Wark Telephone

End of activity.
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Adding Patient* Travelers to the NBS

Adding a
Patient
Traveler

=

Medical information

System feeds

patients information

into Patient

Admissions and TMC

v
Selected Clinica
Center SCC) staff
enter the patients
informationinto
Oracle HR

Automatc process

popuates Oracle ~ 1

supplier tables

v

Automatc process

popuates NBS Travel
System ‘T ravelel"Q\z

tables

Tip: Manual
Running of
this Proce ss

Selected Clinical Center staff
may also run this report manually
as well as runthe Oracle Apps
report. Butthe overall fow must
remain in order; populate Oracle
vendor tables first, then the NBS

* This process applies to Bethesda Patients only.

Traveler Added
to the NBS

Reviewand

Approval
z Travel
System

Org Admin runs (or Travelers trip may
receives fomscc now be enteredinto ﬂé_
staff)the Oracle Apps > the NBS Travel (
report highlighing System

which Travelers have

beenadded

b

Org Admin accesses
GTMAdminmodue
and assigns roufing
list to traveler and
completes traveler
profile as necessary

Clinical Center Organization
Administrators may run this report
manually. But the overll flow must
remain in orcder; populate Oracle vendor
tables first, thenthe NBS Travel System
“Traveler’ ables.

Tip: Manual
Running of
this Proce ss

Travel System “Traveler’ tables.
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Other Topics Regarding Travelers

WAL Other Topics Regarding Travelers

> Need to update/change a Non NIH-Affiliated Traveler record?
= Access the Enter Person form in Oracle
= Search for the Traveler
= Update the record and save it

> Is a Non NIH-Affiliate now an NIH-Affiliated Traveler
= Add the traveler to NED

= Add the traveler's NIH-Affiliated record to your Group Members and
assign his/her new record to a Routing List

= Remove the Non NIH-Affiliated record from your Group Members
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Lesson Objectives

A M| csson Objectives

At the end of this lesson you should be able to manage the following:
» Manage Group (IC) membership
» Update Traveler Profiles

» Share travelers among different groups (ICs)
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Group (IC) Members

il Group (IC) Members

Navigation path: Doc Prep Admin> Setup> Security> Groups> Group
Members

|Cs are referred to as groups
Group members are the travelers at your IC
Org Admins may not create or delete groups, only group members

Adding group members makes the traveler visible in the traveler listing
screen in the NBS Travel System when the Travel Planner creates a

YV ¥V V¥V V¥

new document

Deleting group members removes the traveler name from the traveler
listing screen inthe NBS Travel System when the Travel Planner
creates a new document
= Examples of times to delete a group member:
- Traveler leaves your IC and you will no longer be preparing any travel
documents for him/her

— Traveler was in the NBS Travel System as a Non NIH-Affiliated traveler, but is
now an NIH-Affiliated traveler (not deleting the Non NIH-Affiliated traveler
listing would cause the traveler to be listed twice with two different EINs)
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Group (IC) Member - Adding

Organization Administrator

N> Navigation Tree> Doc Prep Admin>Setup> Security> Groups>Group Members

Group Members

1. In the Filter area, select the Lookup icon next to the Organization field.
Result: A separate Organization Lookup window will appear.

2. Select the row with the desired Organization.
Result: That row will turn blue.

3. Select the OK button.

Result: The Organization field in the Filter Area is populated with the selected
organization.

4. Enter the desired group name in the Group Name field in the Filter Area.
5. Select the Apply Filter button.

Result: The Organization/Group Name table will display all Group Names associated with
the selected Organization.

6. Select the row with the desired Organization/Group Name.

Result: The selected row will turn blue. The current group members will appear in the
Traveler Name column below.

4
7. Select the Add Record icon. The cursor will automatically populate in the Name
field.

Note: You must select Add Record. If you do not select Add Record and you have a
Group Member selected in the table above, the member will be replaced, rather than adding
someone.

Note: Alternatively, you may select File>Add Record from the Menu Toolbar.

8. To the right of the Name field, select the Lookup icon to search through a list for the
traveler’s name that you want to add to this group.

Result: A Traveler Lookup window will appear.
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Note: You must use the Lookup icon. This will allow you to search on the combination of
the traveler name and EIN. Not doing so, may select a different traveler with the same
name, but different EIN.

9. In the Traveler Lookup window, enter the desired last name of the Traveler you wish to add
to the group. When the desired Traveler’s name appears, select the appropriate row with that
name; the row will turn blue. Select the OK button.

Result: The person’s Name and EIN information populate the respective fields.
Note: Alternatively, you may use the Lookup Icon to the right of the EIN field to search for

the person by EIN (Employee Identification Number). The person’s Name and EIN
information populate the respective fields.

10. Select the Save Record icon.
Note: Alternatively, you may select File>Save Record from the Menu Toolbar.

Result: Your screens should look similar to the ones below.

AT
File Mavigation Help
g=mdo x|« «» 9 |H| |
E|-- Dioc Prep Admin Fit
Tables fer
=B Setup Organization: Apply Fil |
B 3 L
EE Security £ I ﬁl L e
=y Groups Group Mame: |2321
5 Group |
‘& Replac Organization |Gr0up Mame -
& Delete HH41000000C 2321
B Set Passwi
----- By Set Signat.
- Delagate
-8y Signatures
-y Utilities
F-E Utilities -
*-E Reparts
F@E Electonic Processing & Traveler Name [EM =
2321 AFPROVER 100-0004-542
2321 PLANMER 100-0004-541
SHEILA SIROIS 001-0569-547
Organization: HM41000000C
Name: [SHEILE SIROIS
EIN: IDD1 -0563-547 ﬁl
N — i
End of activity.
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Group (IC) Member - Deleting

Organization Administrator

N> Navigation Tree> Doc Prep Admin>Setup> Security>Groups> Group Members

Group Members

#

1. From the Filter area, select the Lookup icon to the right of the Organization field.

Result: An Organization Lookup window will appear.
2. Select the row that shows the Organization name.
Result: That row will turn blue.
3. Select the OK button.
4. Enter your group name in the Group Name field.
5. Select the Apply Filter button.

6. From the Organization/Group Name Table, select the desired organization and group name
combination.

Result: The current group members will appear in the Traveler Name/EIN Table below.

7. From the Traveler Name/EIN Table, select the row with the name you wish to delete.

=

8. Select the Delete Record icon.

Note: Alternatively, you may select File>Delete Record from the Menu Toolbar.

Examples of reasons to delete a traveler from your group members listing:
— Traveler leaves your IC and you will no longer be preparing any travel documents
for him/her
— Traveler was in the NBS Travel System as a Non NIH-Affiliated traveler, but is
now an NIH-Affiliated traveler (not deleting the Non NIH-Affiliated traveler listing
would cause the traveler to be listed twice with two different EINs)

9. A modal (message) will appear, asking, “Do you really want to delete the record?” Select
the appropriate answer.
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File Mavigation Help

i Travel Manager - Group Members

=0l x|

Add record I X | 4 & & & |=|

Copy recatd

Saye tecard

Reset y

Canice! hups

Pt Garoup |
. ) Replac

Exit Delete

et Pasze
- Set Signat,
-B8 Delegate A
[-F5 Signatures

Electronic Processing £

o

Filker

Organization: I

Group Mame: |2321

ﬂl Apply Filter |

Organization |Gr0up MHame
HM41000000C 2321

Traveler Mame [EIM

2321 AFPROVER 100-0004-542
2321 PLANMER 100-0004-541

SHEILA SIROIS

Organization: HM41 0000000

Name: |SHEILA SIROIS

EIN; IDD1 -0569-547 ﬁl

End of activity.
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Traveler Profiles

LM [ raveler Profiles

Navigation path: Doc Prep Admin> Tables> Setup Tables> Traveler
Information

Complete the traveler profile for each traveler at your IC
Fields to focus on:

Charge Card - identifies if they are a frequent traveler or eligible for a cash
advance
Routing List - determines which electronic path the traveler's travel
documents will follow for review and approval
Email - identifies where email notification will be sent; this should match
the traveler's NIH Global email address
Travelers may be members of multiple groups but only be assigned to
one routing list
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Traveler's Profile - Updating

Organization Administrator

N> Navigation Tree, select Doc Prep Admin>Tables> Setup Tables> Traveler Information.

Traveler Information

1. From the Filter area, enter the last name of the person whose information needs to be
updated, and select the Apply Filter button. The Name/EIN table will populate with the
search results.

Note: Alternatively, you may use the Filter area to search by EIN for the Traveler.

2. From the Name/EIN table, review the search results and select the row containing the
desired Traveler name in the Traveler column.

Result: That row will turn blue. The Traveler’s information will populate the fields at the
bottom half of the screen.

3. Update or complete the information as necessary.

Note: At a minimum, the Traveler must be assigned an EIN, Charge Card Status and
Routing List. The email address listed is where notification to sign documents will be sent.

4. Select the Save Record icon .

Note: Alternatively, you may select File>Save from the Menu Toolbar.
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Result: Your screen should look similar to this.

File Mavigation Help

i Travel Manager - Traveler Information

=10l

=g x|« «» 5|

E-gf Doc Prep Admin

Tables

& Form Setup

-y Rate Tables

Elﬁ Setup Tables
Eﬁ Trawveler Inl

]

- Setup
‘B Utilities
-E R

-E Reports
Electronic Processing £

]
B
3]
=-Ep

0 il

A.

FRANTZBRIAN N.

001-1274-369

Filter

Lazt Mame: Ifrantz

il Eiter

EIN:| -

— General
EIM: 001-0852-241

SponsorEIN:I - ﬂ
Last: IFHANTZ

First: IJ.&SDN MI: [& Gender IN.:"A 'l

Charge Card: | CARDHOLDER [~
Tax SSN:IS—l—ll—lll
Organization: HME1042000C ﬂl

Printed Org: IHNB1 042000C
Fiouting List: I 'I

Address

Mailing: |123 NIH STREET

City: [BETHESDA

State: IMD ﬁl
Zip: |20892
Pharne: |+1 301 2229339

Residence

City: [BETHESDA State: |MD

&

Ernail; Iabc@mail. nik. gov

—Emergency Contact

Marme: I

Phane: I

End of activity.
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Sharing Travelers among ICs

i Sharing Travelers among ICs

» Another IC may offer to pay for travel for a traveler
» Some terms to be aware of:
= Owning IC - the IC that “owns” the traveler. This is the IC for whom the
traveler primarily works.
= Paying IC - the IC that is paying for the trip.
» Before the travel document is created:
U The Organization Administrator {OA) from the paying IC contacts the OA
from the owning IC.
U Paying |IC OA adds traveler to his/her group.

U Paying |IC OA accesses traveler's profile and notes all settings, especially
the routing list.

U Paying IC OA changes routing list and tells Planner to create the travel
authorization.

U As soon as the Planner creates the document and gets to the Itinerary
screen, the routing list is locked into place for the TA and subsequent
documents (amendments, if needed, and vouchers)
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Sharing Travelers among ICs (cont'd)

i Sharing Travelers among ICs (cont'd)

» After the travel document is created:
U Paying IC OA resets the traveler's profile back to his/her original settings.

0 May decide to remove the traveler from the group, but not until after the
voucher has been created.

U Paying IC OA contacts the Owning IC OA to inform him/her that the
traveler's settings are reset to the original settings and asks that he/she
verify the profile.
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NBS Travel Support Resources

WIS NBS Travel Support Resources

» NBS Travel Web links available 24/7
= NBS Website: http://nbs.nih.gov
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)
= Portal website address: http://imy.nih.gov

» NBS Customer Support

= Phone: Call 6-HELP (301.496.4357)
= E-mail: Send e-mail to helpdesk@mail.nih.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting
system designed to work in concertw ith the NBS. nVision is a business
intelligence system that delivers NIH-defined standard reports and facilitates the
development of user-created ad hoc reports to support decision-making and
analysis. The first NBS module to be supported by nVision is Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov

=  Web Site for information: http://nvision.nih.gov
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Reminders

ses:nbrss

Sl oM Reminders

The GTM 8.1 Admin Module is local to your PC

= Access from your desktop using the icon:
OR

= Access from your Start Menu:
Start>Programs>GTM Webclient Application>GTM Admin 8.1 Ora

Org Admins will be provided a URL link from where theycan download the GTM 8.1 Admin module onto
their des ktops.

NIH Portal: http://my.nih.gov

Use the NIH Portal to Access:
=The NBS Travel System
=Oracle (for requesting new travelers)

Wrap Up
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Evaluation

WACIVEMN o uation

» Please complete the Course Evaluation provided to you by your
instructor
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Appendix A--Glossary of Terms

Glossary of Terms—NBS & GTM 8.1 Administration Module vs. ADB

NBS Travel Term

Definition

Associated ADB Travel Description

1.

Document

An electronic authorization, voucher,
amendment or other record of travel or
travel-related expenses.

A hard copy authorization, voucher,
amendment or other record of travel or
travel-related expenses and
accompanying paperwork.

Document Status

Routing history by signature

Dynamic
Routing

Dynamic routing provides users with the
flexibility of selecting
reviewing/approving officials at the time
that they stamp a document.

Edit

Make changes to a record.

Make change

Gelco, Inc.

Name of the company that designed and
markets the Travel Manager product.

Group

A composition of travelers who have
something in common. In the NBS
Travel System, Groups are established
based on members within an
Institute/Center.

Organization:

The organizational hierarchy within
Travel Manager to accommodate
automated document routing.

Organizational identity extracted from
a designated CAN.

Permissions

A level of access within Travel Manager
limiting the number of users who can
perform certain functions or tasks.

Access to system functionality granted
by Node Assignment.

Role

Roles contain one or more approving
officials' signature records. Roles are
assigned to routing lists.

10.

Routing List

A list of recipients for a travel
document. Routing lists are designed to
facilitate electronic review of
documents. Routing lists are created for
each type of document (e.g.,
authorizations, vouchers, and local
vouchers).

11.

Signature in a
Role

A person that performs that Role.
Signature records for those individuals
in Roles have effective and expiration
dates.

12.

Signature Status

Signing code of each person in the
routing path that has handled the travel
document (e.g., prepared, certified,
conditional approval, approval, etc.).

13.

Stamp

Allows ‘electronically signed’ document
to route to the next person in chain of
authority.
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Process Name Descriptions

This appendix provides a list of all the available audits. A description is provided for each audit.
The Routing Test column indicates whether the audit is available as a routing test. The
Document Type(s) column indicates which documents (authorizations, vouchers, and local
vouchers) can use this audit. The Parameters column indicates the type of parameter that can be

used with the audit.

Process Name

Description

Routing
Test

Parameter

Document
Type

ACCT CODES
AUTHORIZED

Verifies that the voucher
was submitted with the
same accounting code(s)
that were used for the
authorization,

Yes

Voucher

ACCT CODES
EXIST

Verifies that the accounting
codes entered on the
document are valid codes in
the master list of accounting
codes.

Yes

Authorization
Voucher
Local
Voucher

ACTUAL
MULTIPLIER

If actual expenses were
claimed on the voucher,
checks that the amount
claimed did not exceed the
limit set in Calculation
Defaults/Actual Lodging
Multiplier and Actual
M&IE Multiplier.

No

Voucher

ACTUALS
AUTHORIZED

If actual expenses were
claimed, verifies that they
were on the authorization.

Voucher

ACTUALS EXIST

Verifies if actuals exist for
lodging and M&IE.

Yes

Authorization
Voucher

ADVANCE
AUTHORIZED

Permits a requested advance
if the amount of that
advance is less than or equal
to the computed authorized
advance amount. The audit
fails if the requested
advance is more than the
authorized advance.

Yes

Authorization

APPLIED
ADVANCE

Looks for voucher
documents whete the total
advance(s) for this
authorization has been
applied to the voucher.

Yes

Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

APPROVAL BY
TRAVELER

Checks to see if the traveler
stamped the document with
the parameter document
status code. If so, the
document fails the audit.
For example, if the
parameter is set to
REVIEWED, when the
audit is run, the routing
history is checked for the
existence of a stamp of
REVIEWED by the
traveler.

Yes

Document
Status Code

Authotrization
Voucher
Local
Voucher

AUTHORIZATION
EXIST

Looks for the existence of
an authorization that has
the corresponding
authotization number on
the voucher.

Yes

Voucher

AUTO ROUTE

Checks the document status
code history for the
signature “SYSTEM
ADVANCED”. The
document will fail the audit
if it has been stamped by
“SYSTEM ADVANCED.”

Yes

Authorization
Voucher

AWAITING CTO

Checks to see if the
document’s reservation
status code matches the
parametet.

Yes

Reservation
Status Code

Authorization

CASH ADVANCE
EXISTS

If a cash advance exists, the
document fails the audit.

Yes

Authorization

COMMENTS

Checks for any comments
in the comments area. This
highlights documents that
may contain special
circumstances/explanations.

Yes

Authorization
Voucher
TLocal
Voucher

CONFERENCE
ALLOWANCE

Checks documents for the
existence of conference
allowance lodging. The
document will fail the audit
if conference allowance
lodging exists.

Yes

Authorization
Voucher

COST
COMPARISON

Compares voucher trip total
(sum of all reimbursable
and non-reimbursable
costs) against the total

Yes

In order for
this audit to
work

propetly

Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

estimated cost on the
corresponding authorization
using a percentage
parameter (i.c., is the
voucher cost greater than
the specified parameter
percentage of the
authorization estimate).

vouchers, the
parameter
must be
either set to
zero (0) or
left blank.

COST LESS COM.
CARR

Sums all expense categories
except those that begin
“COM” and compares
them to the parameter
dollar amount. If this audit
fails it sends an e-mail to
the traveler (Receipt.ltr).

Yes

Dollar
Amount
Integer (type
numetic
characters
only)

Authorization
Voucher

CUSTOM
LOCATION USED

Checks the document per
diem locations for a custom
location.

Yes

Authorization
Voucher

DAILY EXPENSE
THRESH

Compares transportation
expense amounts against
the Daily Threshold value
in the Travel Modes table
and non-transportation
expenses against the Daily
Threshold value in the
Expense List table.

Yes

Authorization
Voucher

DFLT PMT
METHOD USED

Checks all expenses on a
document to determine if
the payment method was
changed from the default
setting. The document fails
the audit if the payment
method was changed from
the default.

Yes

Authorization
Voucher

DUAL LODGING
COSTS

Dual lodging refers to trips
that have nested TDY
locations. For example, if
you are in Cleveland, for the
first 4 days of the trip, then
are in Chicago for 2 days,
and then back to Cleveland
for 3 more days while
maintaining lodging in
Cleveland. Ensures that the
dual lodging expense does
not exceed the lodging
allowed at the TDY
location where the dual

Yes

Authorization
Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

lodging exists. The
document passes the audit
if the dual lodging expense
is less than or equal to
lodging allowed for the
previous TDY station in the
itinerary. The document
fails the audit if the dual
lodging expense is greater
than lodging allowed at the
previous TDY station in the
itinerary.

DUPLICATE TA
NUMBER

Searches for vouchers with
the same TA number. The
document fails the audit
when a duplicate TA
number is found. Duplicate
T'A number does not
include constructed
vouchers (multiple trip
numbers).

Yes

Voucher

EXP CAT $§
VARIANCE

Compares the voucher trip
expense categories (using
the Maximum Variance
value in the Expense
Categories table) against the
expense categories on the
corresponding authorization
(i.e., are the voucher
expense category amounts
within a specified dollar
amount of the authorization
expense category amounts).

No

Voucher

EXP CAT %
VARIANCE

Compares the voucher trip
expense categories (using
the Percent Variance value
in the Expense Categories
table) against the expense
categories on the
corresponding authorization
(i.e., are the voucher
expense category amounts
within a specified percent of
the authorization expense
category amounts).

No

Voucher

EXP CATEGORY
USED

Checks the document for
the existence of the

Expense Category

Yes

Name of the
Expense

Category

Authorization
Voucher

Local
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Process Name

Description

Routing
Test

Parameter

Document
Type

parameter specified.

For example, if the
parameter is Tax, the
document fails the audit if
any expenses that are
associated with the expense
category Tax exist.

Voucher

EXP $
VARIANCE

Verifies only those expenses
which require authorization
(if the Authorization
Required field is enabled in
the Travel Modes table and
the Expense List table). It
compares voucher trip
expenses against the
estimated expenses on the
corresponding authorization
(using the Maximum
Variance value from the
corresponding table) (i.e.,
are the voucher expenses
within a specified dollar
amount of the authorization
expenses).

Voucher

EXP %
VARIANCE

Verifies only those expenses
which require authorization
(using the Authorization
Required value in the Travel
Modes table and the
Expense List table). It
compares voucher trip
expenses against the
estimated expenses on the
corresponding authorization
(using the Percent Variance
from the corresponding
table) (i.e., are the voucher
expenses within a specified
percent of the authorization
expenses).

Voucher

EXPENSE
CATEGORIES

Verifies that the total
expenses for any expense
category do not exceed the
Threshold value in the
Expense Categories table.
Also verifies that the
expense category exists.
This audit is scoped by the
traveler’s organization;

Yes

Authorization
Voucher
Local
Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

therefore, the audit fails if
traveler doesn't have access
to an expense category on
the document.

FOREIGN TRAVEL

Checks for any travel
outside the U.S.

Yes

Authorization
Voucher

GROUP
AUTHORIZATION

Checks to see if the
document is a Group
Authorization.

Yes

Authorization

LAUNDRY/DRY
CLEANING

Checks the document for
the existence of a
Laundry/Dry Cleaning
expense. The audit fails if
the Laundry/Dry Cleaning
expense was claimed for a
trip less than 4 nights.

Yes

Authorization
Voucher

LEAVE
AUTHORIZED

Determines if leave days
were taken as part of the
voucher and verifies that
the leave was requested on
the authorization.

Yes

Voucher

LEAVE EXISTS

Checks the document for
the existence of annual or
non-duty leave.

Yes

Authorization
Voucher

MEALS
AVAILABLE

Checks the per diem
locations on the document
to see if meals are available.

Yes

Authorization
Voucher

NON-CONTRACT
FARE

Checks to see if a non-
contract fare was used.

Yes

Authorization
Voucher

OTHER
AUTHORIZATIONS

Checks the document for
the existence of Other
Authotizations not listed in
the Other Authorizations
table.

Yes

Authorization

OTHER
AUTH USED

Checks the document for
the existence of the Other
Authorization parameter
specified.

For example, if the
parameter is Annual Leave
or Non-Duty Days, the
document fails the audit if
the Other Authorization
Annual Leave or Non-Duty
days exists.

Yes

Name of
Other
Authorization

Authorization

Verifies that each expense |

Yes

Authorization
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Process Name

Description

Routing
Test

Parameter

Document
Type

OTHER EXPENSES

does not exceed the Single
Threshold value set for the
expense in the Expense List
table.

Voucher

OVERRIDE

Checks the document to see
if overrides exist for M&IE.

Yes

Authorization
Voucher

PER DIEM LOC
AUTH

Checks corresponding
authorization for per diem
locations.

Yes

Voucher

PER DIEM RATES

Verifies that the per diem
rate used to calculate the
document is the most
current rate for the TDY
location in the per diem
table.

Yes

Authorization
Voucher

PERSONAL INFO -
ALL

Verifies that all of the
traveler information entered
in the document is the same
as in the Traveler
Information table.

Authorization
Voucher
Local
Voucher

PERSONAL INFO -
KEY

Verifies that the First
Name, Last Name, Middle
Initial, Charge Card, Work
Hours, and Routing List in
the traveler information
entered in the document is
the same as in the Traveler
Information table.

Yes

Authotization
Voucher
Local
Voucher

PMT METH
AUTHORIZED

Compares the payment
method used for expenses
on the voucher to the
payment method used for
expenses on the
corresponding
authorization. The
document fails the audit if
the payment methods are
different.

Yes

Voucher

QUARTERS/MEALS
OVERRIDE

Checks the per diem
locations on the document
to see if meals and/or
quarters are available. If
they are, then the audit
checks for any differences
between what is available
and what is used for lodging
and meals.

Yes

Authorization
Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

SIGNATURE
VERIFY

Three tests:

Checks the signatures on
the document against the
routing list to verify that the
correct individuals signed
the document in the correct
order.

Verifies that the document
has not been adjusted since
it was signed.

If the parameter Sigload is
specified, compares the
public signature key to
determine if the auditor’s
database contains the latest
public key for the signer.

Yes

Authotization
Voucher
Local
Voucher

SPECIAL MEAL
RATE

Checks to see if a special
rate was used in lodging
costs.

Yes

Authorization
Voucher

TRAVEL DATE
OVERLAP

Checks all of the travel
documents for a given
traveler to see if more than
one voucher had been
submitted for the same time

period.

Voucher

TRAVEL
EXPENSES

Verifies that all expenses
entered on the document
match a valid entry in the
Local Travel Expenses
table.

Yes

Tocal
Voucher

TRAVEL MODES

Verifies that all travel
modes entered on the
document match a valid
entry in the Travel Modes
table and verifies that each
travel mode does not
exceed the Single Threshold
value set for the travel
mode in the Travel Modes
table.

Yes

Authorization
Voucher

TRAVEL MODES
AUTHORIZED

Verifies that the travel
modes used on the voucher
are the same that were used
on the authorization.

Yes

Voucher

TRIP DATES &
LOCS

Determines whether the
traveler went to locations
that were not authorized as

part of the authorization.

Yes

Enter the
number of
days (integer)

Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

‘This audit also checks to
make sure the dates are
valid within the number of
days specified as the
parameter. For example, if
the parameter is 5 then the
audit makes sure the
voucher departure and
return dates are within 5
days of the authorization’s
departure and return dates.
Also, compares the trip type
on the authorization and
voucher. If the trip types do
not match, the voucher fails
the audit.

TRIP DURATION

Verifies the trip duration. If
the trip duration is greater
than the parameter entered,
the document will fail the
audit. For example, if the
parameter is 60 and the trip
duration is 61 days, the
audit will fail.

Yes

Enter the
number of
days (integer)

Authorization
Voucher

TRIP PURPOSE
USED

This test checks to see if the
traveler used a certain trip
purpose on a document.
This is based on the trip
purpose name entered as
the parameter.

Yes

Enter the trip
purpose

Authorization
Voucher

TRIP PURPOSES

Verifies that the trip
purpose on the document
matches a valid entry in the
Trip Purposes table (by the
travelet’s organization).

Yes

Authorization
Voucher

TRIP TYPES

Verifies that the trip type
information entered in the
document matches a valid
entry in the Trip Type table
(by the traveler’s
organization).

Yes

Authorization
Voucher

VARIATIONS
AUTH

‘This test checks for the
Other Authorization
VARIATIONS
AUTHORIZED: if it exists
then the test is over;
otherwise it runs the VCH
DIFF AUTH audit to

Yes

Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type

compare the voucher to the
authorization (see below).

VCH DIFF AUTH

If the parameter is TRUE,
the OTHER AUTH USED
audit is run with a
parameter of ‘Variations
Authorized’. If the audit
fails (the other
authorization exists), then
the test is over. If the audit
passes (the other
authotization does not
exist), or the parameter is
FALSE or blank, this audit
runs the following other
audits in this order:
AUTHORIZATIONS
EXIST

ACTUALS
AUTHORIZED
APPLIED ADVANCE
ACCT CODES
AUTHRZD

TRIP DATES & LOCS
EXPENSES
OBLIGATED

LEAVE AUTHORIZED
PER DIEM LOC AUTH
TRAVEL MODES
AUTHRZD

COST COMPARISON
EXP % VARIANCE
EXP $ VARIANCE

EXP % VARIANCE
EXP CAT $ VARIANCE
If any of the above audits
fail, then the VCH DIFF
AUTH audit test fails
(stops) there.

Yes

True or False
(optional)

Voucher

VESSEL TRAVEL

If Aboard US Vessel is
selected in the Update
Lodging and M&IE
window and the itinerary
indicates only one TDY
location, the audit fails.
When vessel travel is
selected, GTM 8.0 requires
two TDY locations for the
itinerary (for embarkation
and debarkation locations).

Yes

Authorization
Voucher
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Process Name

Description

Routing
Test

Parameter

Document
Type
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